DQCOMIST BESOME 



ID 139 925 



CE 010 910 



lUIHOE 
TITLE 



IHSTITDTIOH 
SPOHS AGINCX 

BlPOlf NO 
FOB ClIB 
COSTBICT 
NOTl 

&VA1L1BLE FBOM 



IDBS PRICE 
DBSCBIETOES 



IDEHTIFIEHS 



MeiXe, C. I ma others 

SISA Productivity Heasuremant System. Heasuricg the 

Productivity of the State Employment Service 

Igencies* Final Beport- 

Analytic systems^ Inc* ^ ?i#nna, ?a* 

eanpower Administration (DOL) , Washington^ D.C* 

Office of Research and Development, 

DLHA-^20-^51^75-tt7 

24 Sep 76 

DI-20^51-75-47 

305p. ; Some parts may be marginally legible due to 
small print 

National Technical Information Service, Springfield^ 
7irginia 22151 

Hr*$0,83 HC-$16,73 Plus Postage. 

*Ccnceptual Schemesi *Imployment Services^ Employment 
Statistical Evaluation Criteria i *E valuation Methods; 
Management Information Systems; aeasurement 
Technigues; performance Criteria; *Prodaiti vity ; 
♦program Evaluation; State Programs; ^Systems 
Development 

Besearch Allocations; estate Employment Services; 
Dnited States Employment Service 



MSTBACT 

The study reported here was performed to develop the 
Productivity Measurement System (PMS) , a method for measuring the 
productivity of State employment service agencies (SESA) that utilize 
other productivity measures besides placements, Mhich is the measure 
used in the current system, Besearch Allocation formula (BAP) # 
Chapter 1 covers the purpose and background of tte study and 
organization of the report, chapter 2 presents an overview of PMS and 
dlacaases tie structure of the PMS models input and output measures, 
veightdng and aggregating model components, and model ispleaentatiou 
and appllcaticn considerations, chapter 3 discusses input measures 
and includes classification of input measures, data sources^ and 
allocation of managerial and administrative functions. Chapter 4 
discusses the system's output measures and Includes the definition 
and classification of the measures, data sources^.,and the process for 
assigning values to outputs, chapter 5 explains the framework for 
model component aggregation and weighting. Chapter/ 6 contains a 
deaonstration of PMS based on the results of pilot studies and 
describes the structure of SESA services; applicant, employer, and 
agency data; and the methodology for model operation. Chapter 7 
discnsaes reguirements for implementing PMS as an ongoing system. An 
extensive apjendix contains supplemental data source information and 
the pilot gtudy design, (EM) 
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The Study described within this report was perforTned to develop a method for 
"Measuring the Productivity of State Employment Service Agencies". The purpose 
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of productivity* 
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1.0 INTRODUCTION 



1.1 OBJECTIVES 

The purpose of this final report Is to present the Productivity Measure^ 
ment System (PHS) for State EmployTnent Service Agencies (SESA) . The 
systam as presented rapresants an effective and feasible means for 
measuring SESA productivity* 

The productivity measure currently used by the Research Allocation Formul 
C^F) is placements. The purpose of the PMS is to Identify and weight 
additional meaauras of productivity in an effort to batter dafina tha 
output of SESA. A measure which considers 5 along with placements, addi= 
tional measures of productivity will sarva as a batter raferanca point 
from which to allocate agency resources* It will also serve as a more 
reasonable basis for comparison of performances across state or local 
offices and will better assist in identifying where particular emphasis 
may be exertad to improve specific operations * 

1.2 SCOPE 

The systam is designed to address the Emplo^^ent Service operation as 
one which has axprassad goals* Since the key to the relative importance 
of one activity as compared to another is the weight placed on the out- 
put of that activity by the agency, the system will only be eff active 
to the extent that the agency can define what it wishes to accomplish. 
FroiSi this perspactlva the implementation of the PMS itself may be 
viewed as a positive managemant goal, that is, a stimulus to the better 
definition and achievement of agency objectives. 

Given that the objectives, as defined , are accurate and adequata and 
that the weighting process acceptably reflects USES priorities , the PMS 
is an accurate representation of the production of SESA operations* 
Within the PMS the relationship of Inputs to outputs is established 
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diractly, and outputs are related to objectives by first daflning a 
quantitative measure of each output and by subsequently assi^^ning 
equitable weights to the quantitative measures. 



1.3 BACKGROmm 

The USES currently employs as a basic productivity measure various com- 
binations of placement "success" as computed by the Because of 
several weaknesses within this current formula it has been argued that 
some states s particularly those serving large urban areas, are not 
receiving an equitable share of the total toployment Service resources. 
There have been extensive studies of this problem, attempting to clearly 
identify the RAF inequities. Some studies have been comissioned by 
USES and some by the states themselves. Most notable among these studies 

are chose by E.F. ShelleyA'^ (USES) and by Dr. Fred Englander (State of" 
2/ 

New Jersey) Findings and recomnendations from these studies generally 
indicate that the current system Is inequitable and requires modification 
Hodiflcatlons such as those suggested within these studies are generally 
constrained by the nature of the MF™ that is, although the two studies 
were initiated to examine the RAF, both studies limited their recoimenda- 
tions to the realigrmient of resource allocations within the basic RAF 
framework * 

The RAF, however, has the underlying problem of only crediting SESA*s 
with a portion of their productive effort* Labor exchange activities 
short of placement, legislated activities, and other SESA functions 
clearly aligned with the basic agency objectives are not considered 
within the formula* Since these additional efforts are performed un- 
evenly among the various offices, a measure of the output of such 
activities must be integrated into the basic allocation formula if it is 
to be made equitable. 



II E.F. Shelley and Company, incorporated. Handbook for Analyzing Local ES 
Performance ^ Volume 4 (August 1, 1975*) 

II Ft Englander, Ph.D., An Evaluation of the Allocation of Funds Among $tat< 
EmploTOen t Service Agendas (New Jersey Department of Labor and Industry 
1975) ~ " ■ 
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Tha premise for the devalopment of tha PMS^ tharefora, was to devise a 
measure of productivity which is sensitive to the outputs of the total 
spectrum of SESA activitlas* 

1,4 STUDY RESULT S 

Tha PMS has been devaloped as a complete modal. The study activity over 
the past twelve months has served tot 

, idantlfy an acceptable set of agency objectives ^ 
, define the oparation in a production model fomat, 

* define the outputs of the agency activity, 

* define the system Inputs to the agency activity ^ and 

* relate the outputs to agency objectives ^ 

The problem of walghting outputs has been addressed through the develops 
ment of specific application eKamples of production models within this 
report* The desired weighting for each output must ultimately be 
established by USES for the system to be considered "operational". 

The system was given a limited test in two states. As a result of these 
tests s the following rafinemants were made to tha basic modal* 

1* A specific level of detail suitable for measuring Inputs 
and outputs was selected based on the availability of 
data. 

2* A specific measurement plan for input data was developed* 

3* A sampling plan was developed for the collection of out- 
put frequency data. 

9 . ■' 
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4. A specific plan was developed for the assignment of values 
to SESA outputs. 

5. The technique for weighting individual productivity ratios 
was finalised, 

6. A detailed and specific pilot test plan was developed* 
1.5 ORGANIZATION OF THIS REPORT 

The material In this report is organized into seven chapters , This 
chapters the Introduction, reviews the purpose and background of the 
study and discusses the organisation of the report. Chapter 2 presents 
a concise overview of the SESA Productivity Measurement System and in- 
cludes a review of the Productivity Model structure, the technical 
considCTations involved in Its construction, the Input and output 
measures that it utilizes * and other relevant aspects of the system. 
Chapter 3 consists of a discussion of the measures of resource inputs 
that constitute the "denominator" of the productivity equation developed 
in the system. This chapter includes a discussion of how the Input 
measures are classified , what data sources are used* and how managerial 
and administrative functions are allocated. 

Parallel to Chapter 3, Chapter 4 discusses the measures of SESA output 
used by the system. This chapter Includes the definition and classifica- 
tion of the measures, the data sources utilized, and a discussion of 
the process of assigning values to SESA outputs. Chapter 5 pulls 
together the various components presented In other parts of the report 
and discusses the combining and w^eightlng technique* Chapter 6 contains 
a demonstration of the PMS baied on the results of the pilot studies. 
Chapter 7 discusses the requirements for implementing the PMS as an 
ongoing system. 
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2,0 OVERVIEW OF SESA PRODUCTIVXTY MEASURmENT SYSTM 



2,1 INTRODUCTION 

An overview of the SESA Productivity Measurement System is presented 
within this section* The discussions are desigued to be as brief as 
possible yet Co provide a complete overviaw of the system. liJhile rela^ 
vant issues are addressed ^ detailed discussions and justifications 
for choosing between alternative approachas have been omitted from this 
chapter. Specific supporting detail can be found in later chapters 
of this report. 

Included in this chapter are discussions of the structure of the model, 
the various input and output measurement details, the methodology for 
weighting and combining model components ^ and significant implementation 
considerations . 

2.2 THE STRUCTURE OF THE MODEL 

The SESA Productivicy Measurement System uses the basic structure of 
the production function, relating the resources consumed in the produc- 
tion of each ^-product" produced by the "firm*' to the volume of outputs 
produced* The "fim" in this case is the individual SESA agency, wd 
the "product" is a compleK package of services that result from S. . 
activities. Defining the product as the s™ of services or outputs 
resulting from SESA activities or inputs, then: 

J ^ * Outputs 
Productivity ^ - — ^ — — 
Inputs 

The specification of the measures of SESA inputs 
straightforward task. Inputs include the amount 
devoted to each activity, and the amount of SESA 

5 



is a relatively 
of SESA staff time 
resources devoted to 
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capital equipment, euppllas* and other non^personal services. The pro^ 
eesa of detailing the measures of Input In the production function is 
relatively uncomp Ilea ted. 



Measuring the outputs of SESA agencies is a more formidable task. For 
SESA outputs, four categories of outputs are recognized* They includei 



are subjective and must be established through Interaction between the 
individual SESA and USES* Weighting considerations must Include over- 
all program objectives* agency objectives, and external variables at 
the operational level. The weights given to the four components in the 
aggregation process must also be influenced by the purpose for which 
the PMS is to be usedj be it a productivity/time comparison of an 
individual cost center, an intrastate productivity comparison of 
similar cost centers^ or an interstate productivity comparison of 
individual SESA^s. 

The entire process of performing SESA services can be defined as a 
function of the four Individual components * 



. applicant process outputs, 

• employer process outputs, 

. placement process outputs, and 

• legislatively mandated process outputs* 



Weights assigned in the aggregation of the four categories of outputs 



P 




where 



P 



Productivity measure , 

Weighting of components (policy weighting) ^ 
Applicant process outputs 
Employer process outputs i 
Placement outputs , 

Legislatively mandated process outputs * and 



1.2,3,4 




Respective inputs. 
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Input can be detamlnad by valuing the amount of time or other rasources 
spent for a specif le activity* Output can bfe determined by an objac-^ 
tive maasuremant of applicants and amployars beforaand after SESA 
sarviees are rendaradt basad on a detarmination of the value of the 
services provided ^ in terms of dollars or a suitable proxy maasure* 
The aggragation of individual productivity componants is based on a 
weighting of tha component according to the desired amphasis by USES 
or according to specific axternal considaratlons* Input and output 
measuremants and componant weightings ara discussed in mora datail in 
Chapters 3* 4 and 5. 

2.3 INPUT MEASUMS 

Considarabla data d^iicribing both tima~and cost axpenditures la cur^ 
rantly available within tha SESA system. Difficulties arisa In main- 
taining the identity of inputs organisationally and functionally when 
ralating them to tha specific outputs. Recognizing that the axisting 
SISA structure placad limitations on tha conceptual framework for the 
model, the study team set it aside and developed a structure solely 
for the requiramants of the modal. 

In the. model inputs are classified according to activities, where 
activities are defined as a secant of the SESA program consisting of 
related treatments, aen^ices* or internal work products generated by 
agency work. These activities are further divided into subactivities 
to reflect a mora specific work product level. 

The entire spectrim of SESA activities is organized into three basic ^ 
funccional areas. These include i 

Labor Market Exchange (ME) functions which 
are client specific, 

Dffi functions which are non client specific, 
and 

X o 
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non JME functions. 



Aetlvltles arm thati classified by the "client" toward which the 
activity is diractedi applicants^ amployerss coffimunlty/industrys or 
other agancies. Such classifications facilitate handling various in- 
put activities within the modal framework. In total, over 110 saparata 
activltias ara identified* These activities are shown in Appendix 
of this report* ''^ 

^e other significant consideration in the development of an input 
measurement system concerns the actual units of measure* Available 
alternatives include the measurraent of manhourSf equivalent positions j 
dollar costs of personal sein^ices, and dollar costs for all services* 
Examination of these alternatives indicates that the use of dollar 
costs for all services as the input unit of measure is best suited 
for the model* A discussion of the impact that the use of these 
alternative measur^ent units would have on the PMS is included in 
Chapter 3* 

2.4 OUOTUT MMStJRES 

The development of the output measures for the model employs a "valua= 
tion" technique. In the "valuation" technique a subjective system of 
measurement is utilized in order to "assign" a value for a specific 
service rendered to a recipient based on the relationship of that 
service to other sewices within the SESA structure. 

The conceptual framework of the valuation approach used in this appli- 
cation is one which compares the individual to raw material entering 
into a production syst^ which has multiple outputs. As a basic "raw 
material" the individt^l applicant (or employer) has an Identifiable 
value when entering the system. This value will vary based on relative 
e^loyability (or propensity to enter a Job order)* Movement through 
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the "production process-' presianably will change this value* Because the 
point at which the individual will drop off Is unknot, the measurement 
system must be capable of developing a value for treatments provided 
based on the increased marketability of the individual (or increased 
propttisity to enter a job order) after treatments have been provided. 

The usefulness of treatments provided to an applicant by the SESA are 
viewed as being provided along a spectrum, at one end of which are 
individuals with no skills, ^ile at the opposite end are individuals 
who are fully job qualified* For example^ the only productive treat- 
ment that is provided to fully qualified individuals is job placement. 
For other individuals an ever Increasing range of activities can be 
provided as they move toward the "no skill" section of the scale* 

A similar treatment for employers is based on the familiarity of the 
employer with the SESA operation. Using this concept, more credit is 
awarded for Job placements which required initial basic "selling" by 
the SESA office* Credit is also provided for the development of job 
openings from particular employers even in cases where the jobs went 
unfilled. 

The "valuation" technique is also applied to those services rendered 
outside of the nomal production cycle^ for example, the task of placing 
clients or of matching jobs. These services must be arrayed and ordered 
according to a subjective determination of their value to USES. The 
validity of such determinations * while subjective in nature, can be 

•3/ 

supported by employing such techniques as "DELPHI"—- in which an evalua- 
tion is made by a group , and Is systematically narrowed, based on altar-^ 
native rankings by the group in order to arrive at a consensus of 
opinion • 

^/ DELPHI produces concensus by requiring that an evaluation be conducted 

through various stn^es, while feeding back Interim results to the evaluators 
This technique does not require that evaluators participate as a group, 
thus SESA managers can participate In the value development and Increase 
their propensity toward acceptance of the system. See Andre L. Delbecq, 
Andrew H* Van de Ven, and David H, Gustafson, Group Techniques for Program 
Planning (Glenview, Illinois i Scott, Foresman and Company, 1975,) 

X 5 
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'nim aysEem of valuation ali^inatas the possibility of double-counting 
SESA oucpucs by using a euaulative measurment system* This means that 
whan an applicant enters the system ^th an employability rating of 
10 and is provided with SESA sertices to raise him to a Job-ready 
levels he amarges as a job-ready individual with an employability 
rating of 25* vmather or not ha takes a Job for which he is matched* 
the net value added by the agency in his case is 15 , (his final rating 
of 25 minus his toltial rating of 10)* Since an agency supplias to 
an individual the services he requires (as reflected in his initial 
employability score), and since the person's initial (entering) 
employability score is deducted from his final score, the possibility 
of doubles-counting SESA outputs is eliminated. The sme case may be 
made Sqt valuing employer services * 

Since the most difficult task in the Productivity Measurement System 
is the treatment of the process outputs, it is appropriate to discuss 
such outputs in greater detail, 

2*4,1 Applicant Process Outputs 

Applicant Process Outputs are SESA outputs that affect the employability 
of an identifiable individual and which contribute to the economic value 
of that individual to an employer. A SESA client is assessed as having 
a certain value to an e^loyer when ha enters the SESA office and is 
judged to gain employment value as a result of receiving SESA services , 

A nimiber of different scaling techniques can be used to assess employ- 
ability. For example; a scale that measures client empldyability 
might Include an assessment of such variables as language difficulties, 
legal barriers to employment, work history and outlook, transportation, 
and child care needs • 
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Conceptually, a client enters the system and is "rated" at whatever 
score his current level of employability attains on the rating scale 
adopted. The lowest score, gero, is assigned to a client who has none 
of the desired employability attributes and who has not been af f ore jd 
any SESA services. The highest point attainable on this scale is that 
of a job-ready individual * one who possesses all of the desired employ- 
ability attributes and/or who has received all of the relevant SESA 
services * 

2,4p2 Eapl^er Process Outputs 

Employer process outt *its are those services provided by a SESA that 
enhance the movement of an employer toward the entry of a job order 
to a SESA office. Any SESA activity that can be seen as encouraging 
the solicitation^ identification, classification, or delivery of an 
eventual employer Job order is included in this output category.' 

These employer process outputs can be measured by using an approach 
similar to that used for SISA applicants. At one end of the measui-e- 
ment spectrin is an employer who has no awareness of SESA services 
and who has no contact with the agency* At the other end is the 
employer who has identified an employment opportunity and who has 
entered a job order with SESA, The application of relevant seinrices to 
an employer gives additional "value" to that employer in the sense that 
it moves him closer to the point of being able to enter a job order. 
The specific scaling of the value of each activity must assess the 
state of employer awareness at the outset ^ measure the value of the 
needed services ^ and determine the net value added to that employer 
as a result of SESA service provision. Again, the highest point attain- 
able in this class of outputs is the entry of a job order by an employer 
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2*4,3 Placeoent Pyoceeg Outputg 

Plac^ent prooeas outputs are those services provided by a SESA that 
attOTpt to match, or aehieve a natch, of a Job-ready applicant to an 
employer job order. Thus, any SESA activity that can be classified as 
the screening of applicants ^ the referral of applicants, the establish- 
ment of contacts for arranging Interviews ^ or the like is included in 
this output category* Placement activities result from matching a Job- 
ready individual to a job order* The identification of an individual 
who matches a job falls on one end of the scale, while verification 
of Job placement falls on the opposite end* 

2-4,4 Legislatively Mandated Process Outputs 

This category cowiists of SESA activities that are taandated by legisla- 
tion but which do not directly relate to the placemant fimctlons. Thus* 
for exmple, the function of making alim or imiigrant certifications 
is assigned a value using a numerical measure developed specifically 
for this function* 



2*4,5 A Schematic Illustration of the Output Measures 

EKhibit 2-1, on the following page, presents an Illustration of the 
SISA Productivity Measurement SystCT aa used with hypothetical values 
for each category of SISA outputs, (The values shown have been selected 
for Illustrative purposes only and can be set at any level consistent with 
ETA policy goals,) These values arei 

Process Outputs Value Range 

1 Applicant Process Outputs 25 Points 0-25 

2 Employer Process Outputs 25 Points 26-50 

3 Placement Process Outputs 30 Points 51-80 

4 Legislatively Mmdated 20 Points 81-100 

Process Outputs 

Total Available 100 Points 
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As can be seen on the left side of the exhibit, an applicant can have 
any of several relevant services supplied (Exhibit 2-»l* (1) Applicant 
Process Outputs) and can progress along the continuum from any point — 
0 for an unqualified person or (perhaps) 10 for one who is more employ- 
able — to 25, which is the score that represents a Job-ready individual. 
Parallal to this process, services can be supplied to employer such 
that they progress along the continu™ pictured on the right side of 
the schematic (Exhibit 2-1; (2) Employer Process Outputs). The highest 
point along this scal.^ occurs with an employer job order* These two 
series of SESA outputs come together with the placement outputs (Exhibit 
2-1; (3) Placement Process Outputs), This is represented in the upper 
center portion of the schematic, and Is scaled from 50 points to 80 
points, i.e., 30 points in this exMple are awarded to each agency for 
each verified placement. The remaining 20 points represent the legis- 
latively mandated functions (Exhibit 2-1; (4) Legislatively Mandated 
Process). These are measured independently of the other outputs and, 
although they are displayed on the same schematic, they do not 
necessarily follow in sequence to placements , 

2 . 4 • 6 Measurement of Frequency of Output 

Having identifiad specific values for each SESA activity performed ^ it 
is necessary to identify specific frequencies for these activities 
over a period of time. The two overriding considerations are the identic- 
flcatlon of a specific workload item and the ease In obtaining the count* 

The identification of a specific workload item Is often a difficult r'' 
task* For 'example, toployer Outreach Activities are an important first 
step in obtaining the job orders necessary for placements* However^ 
many outreach activities utilize mass techniques In which no specific 
employer-SESA interaction takes place. Identification of a specific 
output unit from such activities is Impossible , while they do Involve 
intermediate outputs which impact on later operational activity. Thus, 
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the value of their outputs can be subsmied in a later terminal output. 
For example, ''employer Inquiries" might be a logical terminal output 
for moat outreaeh techniques. Other situations are not as difficult, 
however. A logical unit of measure for counseling is "clients counseled". 
The frequency of output multiplied by the value of the output may be 
used to express the total value for that output over a period of time* 

The other consideration in measurements of frequency of output is the 
ease in obtaining the count. In establishing any system today, the 
potential automation of data retrieval must be cor»';idered* A models 
no matter how sensitive , which is labor intensive In its operation may 
not be so successful as a less sensitive but more highly automated sys- 
tem. The Investigation of existing systems which measure SESA outputs 
included an examination of EBARS, state production report systems , and 
other sources. The specific measures selected use a combination of 
existing and newly established counts. In total, 47 measures have been 
selected, of which 26 are from existing sources. A more detailed dis- 
cussion of the considerations and alternatives leading to the selection' 
of the output structure is found in Chapter 4 of this report. 

2.5 WEIGHTING AGGREGATING MODEL COlgONENTS 

The structure for the productivity model was introduced earlier. Such 
structure is necessary in order to scale the relationships of the activi- 
ties within the four components: applicant processes, employer processes, 
placOTent processes, and legislatively mandated processes. The assignment 
of points within these cos^onents, in turn, assigns a value for each 
component. It is desirable, however, to have a mthod which allows SESA 
administrators or USES to weight each component in order to alter the 
value of the components to reflect the program TOphasls or to facilitate 
the particular application of the model. 

^1 
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A signlflemt JusClfleatlon for altering the weights of the model cot^ 
poaants Is to adjust for "extemal variables". Extenal varlablea can 
be those apeelfle economic condltiona In which a SISA must operate, 
Aiterlng eonponent weights allows the SESA to adjust for spaclflc condi- 
tions and to place ei^hasla on particular programs. For iKampla, an 
asternal condition of low Job availability might make It advutageous 
to increase the wei^t of the employer process productivity componant 
in order to incraasa tha value for naw Job dafr^lopment « Conversely , 
high e^loyment might maka It advantageous to increase the weight for 
the applicant process productivity co^onant to add amphasls for appli- 
cant ampioyability devalopmant. 

Tha salactlon of the weights for the ttwdel componants can become a 
part of the budget procass in which various SESA-s tailor their budgets 
to produce progrm Miphasis in specific areas and negotiate weights 
for the model. The modal can later be used to monitor performance* 

A more detailed presentation of the technique to combine and weight 
productivity ratios is fomd in Chapter 5* An example of this technique 
is shown in Chapter 6» 

2*6 PgLmimTATION OF PHS 

The SESA Productivity Itodel System as developed provides a system which 
can be Implemented at the lowest SESA cost center level with a minimum 
amount of effort, A necessary step in developing a systTO suitable 
for implementation throughout the SESA system was to conduct pilot tests 
In two states. The states were selected for the tests in order to com- 
prise an acceptable range of characteristics including agency structure, 
economic and de^graphic characteristics, and other significant variables. 
Results of the pilot tests and the necessary adjustments to the model 
are discussed in Chapter 6. 
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Prior to iraplementation of the PMS, it is necessary to specify the 
teGtaiques of data collection to be utilised and to develop a specific 
work plan for the collection efforts. Work measurement techniques such 
as work sampling^ time ladders, and job tickets are utilized In the 
system to measure the amount of effort spent on the various SESA 
activities. Also, existing and newly established workload counts and 
sampling techniques are used to identify the output units. These 
techniques are Incorporated into an impleMntation guide for the pilot 
testing of the Productivity Measurraent System. 

2.7 MODEL ^PLICATIONS 

The conceptual framework of the SESA Productivity Measurement System 
(PHi) seeks to incorporate several specific features which could 
greatly enhance its application in SF a operations. These features 
include the maintaining of the integrity of SESA functions and cost 
centers and the separation of the major areas of SESA and USES emphasis. 
This allows the SESA PMS to be utilized in several unique and significant 
ways. Alternative uses are discussed below. 

Maintaining the functional Integrity of the model permits SESA and USES 
program analysts to utilize se^ents of the model to identify 
specific problem areas in which productivity is outside the norm. Since 
the model is designed for applications both internal and external to the 
agency, analysts can also track productivity againi>t timej by function, 
for an agency* Purthermore, productivity can be ^.©apared between similar 
agencies, since their functional variations can be Isolated. 

ttolntaining the cost center integrity of the Model a> lows SESA and USES 
program analysts to utilize segments of the model to identify additional 
specific problem areas. By tracking functional productivity by cost 
center and making comparisons of time series data or similar cost center 
data, specific problems can be identified. 
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Thm aaparatlon of major areas ot SESA and USES etDphasls allows the 
model Co ba utilised as a cool during the budget davelopmanc process. 
It can also serve as a means by which perforaance against that budget 
ean be monitored. It Is well known thi^t various SESA's feel their 
unique situation acooimts for the variations In the level of output 
when expressed In tems of the inputs. While a rural area might have 
little dlffloulty in maintaining 200 placements per man-^year/ a highly 
urban area might find It diffleult to place indivld^ls at one half 
that rate* PMS can be a useful tool in establishing realistic and 
meaningful goals for an agency, since it can be tailored to the speci- 
fic conditions imder which the agency operates* In an agency where the 
placement ratio is low with sufficient j ust if icat ion the agency could 
negoclate a productivity objective for placements which is realistically 
attainable through good manag^ent and which is acceptable to both 
USES and the agency* This can be achieved through an adjustment of 
the policy weights in the model to a weighting which places less 
emphasis on the placement process for the agency and more emphasis on 
employer processes* This shift of emphasis would not reflect a shift 
of resources^ l.*e,, the agency would continue to strive for placeiints but 
rather a recognition that the placraent ratio in that agency is not 
comparable to that of other agencies. The modification of placement 
objectives is akin to the change in objectives recently suggested by 
both the Shelley and Englander siiudies cited earlier. However, the 
structure of the PMB provides a more realistic franework within which 
to make such changes than that offered by the RAF, 

The option of negotiating policy weights allows the setting of a realis-- 
tie goal for the agency* For examples an agency with an historical ratio 
of 100 placeMnts per man-year might set a goal of 120. Through negotia- 
tion with USES this might be raised to 140, Productivity can then 
be monitored throughout the year and the agency administrators, having 
participated in the setting of the goal and feeling the goal is attain- 
able, will have a realistic objective toward which they can apply their 
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management skills. This sytem can be applied Internally as well. SESA 
administrators can sat specific goals for cost center managers through 
the negotiation process. In turn, perfonnance against the goal can be 
measured s and appropriate action taken. 
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3,0 INPUT MIASUREMENTS 

The SESA productivity model must include, as one of its basic components, 
a maans of Idantifylng and quantifying those SE8A Inputs which result 
in a given product. ASD did not constrain the definition of inputs to 
fit the framework previously defined for SESA activities . most 
notable existing framework is that of the SESA Accounting System, the 
functional activity codes. 

Other structures were evaluated for use in the PMS as well. Although 
four of the six structures considered were outgrowths of eKisting systems 
or systems proposed to USES in the past, two n&w alternatives were 
developed for this study. The structure of the two new alternatives is 
discussed first, followed by a general discussion of all six alternatives 
TOe rationale for choosing the particular structure selected as a result 
of this study is presented in Chapter 6~ 

3 . 1 ACTIVITY AND 8UBACTIVITY INgITT STRUCTURES 

Before discussing alternative classifications of SESA activities It is 
appropriate to define several frequently used terms* 

* Activity : A segment of a program consisting 
of related treatments, services, or internal 
work products generated by agency work; for 
eKample, coonsellng services. 

Subactivity i A subcategory of corresponding 
activities that reflect a more specific work 
product level* 
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utilizing these definitions, activities were categpriged into three 
basic f imctions i 

. I^bor Market Exchange functions which 
are client apeciflc. 

♦ Labor Market EKchange functions s^hlch 
are non client specific , and 

, Non Labor Market Exchange functions. 

Next, the activities were segregated Into sub function classifications 
according to the "'client" toward ^^^hich the activity is directed* Four 
basic clients were Identified * 

Appllcwts p 
toployers , 

* C oBMiunity/ Indus trys and 

. Other Agencies (Non SESA) . 

It is our feeling, based on field eKperience and on am analysis of legis- 
lation, that the applicant specific and employer specific labor market 
exchange fimctlons represent the major focus oiT SESA efforts. As a 
practical matter, it is within the area of Applicant /Employer services 
that the SESA can be most effective. For the above reasons, these 
activities represent the most familiar process on which there is com- 
parative role agreement and a clearly defined ^Zi^ flow. As a result 
it is within this area that the most detailed descriptive InforMtion 
may be foimd. This conclusion has been verlfi A through field visits 
as well as through further study of Time Distribution Information, POSARS 
md ESARS* A typical distribution of time for a "ocal office and central 
office is shown in E^iblt 3=1* In using our m 1 for analysis we fomid 
that the vast majority of all SESA activities ard resources are applied 
to Applicant/lmployer services. Thus, it Is essential that the model 
adequately define productivity in these areas # 
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% of Total Time Charged 


Code 


Dascription 


Local Office 


Total Agency 


511 


Input Activities 


36 


26 


512 


Counseling 


4 


4 


513 


Tasting 


6 


3 


514 


Other 






520 


Trainings Selection j Rafarral & Follow-Up 




1 


531 


Employmant 


45 


35 


551 


Employer and Union Services 


2 


4 


552 


Employer Technical Services 




— 


553 


Inunigration Activities 




2 


554 


Community Services 


1 


2 


561 


Labor Area Information 




4 


565 


Test Dcvalopment 




1 


610 


Mgmt S Supervision - Local 


5 


13 


620 


Staff Technical Services ^ Local 


1 




630 


Career Dav ^ Training - Local 






611 


Mgmt S Supervision - Central 




4 


621 


Staff Technical Services - Central 




1 


631 


Career Dev li Training ^ Central 







EKhiblt 3-1. Typical Distribution of Time 
Employmant Security Admin^j.ration 
Virginia Employment Commission 
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Withlii the SESA labor eacchanga factions , thara is a logical flow of 
activity i^hich begins with applicant/amployar outreach and terminatas 
upon verification of Job placamant and follow-^up* The basic flow of 
activity is sumarizad in Erfiiblt 3-2, following this paga. 

Thm flow chart Indicates that both applicants and employers engaga in 
parallel activities , beginning with outreach, and that they are subsa- 
quantly brought togathar by the matching process. Note that many of the 
activities which appear to fall outsida of the labor market exchange 
function area are Included in this description* For axai^la, preferen- 
tial treatment activities CEmployabllity Devalopmant) , employer technical 
assistance i and eaforcemant fimctions (Mandatory Listing) are Included 
since they each move ultimately toward a job match or placement "output". 

We have identified and cataloged all SESA activities , without regard 
to current USES classifications, e -g. ,coBmunlty service or preferential 
treatmant. The activities are first organizad according to primary 
functional focus^ e.g** Labor Market Exchange Client Specific^ and 
then according to client group, e*g.. Applicant or Ei^loyer, This 
approach is used to perait an orderly pairing of activity/outputs with 
related objectives and, ultimately, to place values cu the deacribad 
outputs according to policy and "effectiveness" (judgmental) consideration 

The activities/outputs are identified and organized as follows i 

1- Client-Specific Labor Market EKchan ge Functions 
, Applicant Process 

- Outreach 

Intake 
^ Diagnostic Assessment 
^ Employability Davalopment Resource 

Mobilization 
^ Employability Developmant 

^9 
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" Exhibit 3-2, nverviaw of Cllent-Snselflc Labor Market 
Exehange RESA Activities ~ 



Employer Procees 



^ Outreach 

^ Volimtary Ordar Solicitation 

- Mandatory Liating 

- Job Craation 
^ Farm Labor 

- Job Identification 

^ Cliant Spacific Job Ordar Solicitation 
^ Ordar Taking 

- Employar Technical Aaaiatance 

Job Hatching PTocass 

^ Job Jtotching 

- Verification/Follow-up 



2 . Hon Client Specific Labor ^terket ExchMLge Ftmctions 

. Labor Markat Information 

* Fa™ Labor Wage Survey 

3 . Hon L ab u r torkat Exchange Functions 

Entployae Protaction 

Farm Labor Protection 

Foreign Trade Act 

^ployer Complaint (SESA Services) 

• Imigration/Alian Cartlf ication 
Learner Cartificata 

. DOT #4 

^is listing catalogs SESA activities* The activities are divided into 
subactivitles • In all, over 110 separate subactivities were initially 
defined* 
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The datailad activities and aubactivities of SESA inputs make up an 
iffipreasiva and formidable listing. These are shoTO in Appendix A. 

This listing contains a more encompasaing group of fimctions than can 
be reasonably handlad within the context of this modal. There are mul- 
tiple levels of detail which can ba utilized, ranging from those just 
defined to the aggragation of all SESA inputs into a singla value* The 
salaction of the appropriate level of detail involves, in part, a 
consideration of what is actually feasible and a determination of the 
level to which the "production/cost ratios which reflect how ES resources 
are being allocated" (a basic study objective) are to be applied. At 
one extreme, it is desirable to maintain a minute level of detail in 
order to determine production/cost ratios for subactivities as small 
as work certifications. At the other extremes a single, aggregatad 
production/cost ratio based, for exa^la on placements is deslrabla. 
Realistically, the model must define some middle ground which can be 
further aggregated to a single ratio but which reflects ratios at a low 
enough level to allow "management'* of resources within functional areas. 

3.2 ALTERNATIVl CLASSIFI CATIONS OF SESA ACTIVITIES 

There are six definite levels of detail which can be applied to the modal. 
The specific alternative intake structures Include the following! 

A single measure of input derived as an aggrega- 
tion of all Inputs to the SESA (Alternative I) * 
This structure is at the same level as that of 
the Resource Allocation FoTOula, 

The functional code structure currently utillEed 
in the SISA accounting system time distribution 
subsystem at the broad band level (Alternative II). 
^is structure is the same as what is currently 
avallabla through cost accounting* 
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• Thm functlDnal code structure currently utilized 
in the SESA accoimting system ti^e distribution 
subsystem at the datail band level (Alternative 
III) • This structure is the same as what is 
available through POSARS . 

* A new functional code structure based on and 
co^atible with the SESA accounting time dis- 
tribution subsystem, but at a subdetail band 
level (Alternative IV)* This structure is 
similar but slightly modified from that pro- 
posed by E.F, Shelley and Company. 

. A new code structure based on the activitias 
defJjied according to the structure described in 
Section 3.1 (Alternative V). This structure is 
entirely new, 

~ A new code structure based on the subactlvities 
defined according to the structure described in 
Section 3.1 (Alternative VI). This structure is 
entirely new. 

The relationships of these structures is shmm in Eadiibit 3-3 ^ on the 
following page. 

The selected system need not encompass all SESA activities. In fact, 
a logical rationale e5d.sts for the selection of only those activities 
which Qsa\ be readily affected by management and thus can be used to 
assist in "Improving efficiency and allocating resources". For example, 
"employer outreach activities" can be affected by prudent management 
through the use of more efficient methods ^ while the handling of complaints 
concerning SESA services is sensitive to personal contact and may not be 
a cmdidate for Improvement through taore efficient methods. 

34 
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ALTERNATIVE I 



AITERNATIVE II ALTEPATIVE III ALTEmTlVE IV ALTERNATIVE V ALTEBMIIVE VI 
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(5lQ)ASSESSm 



(5112) RECEPTION 



(5113) INTERVIEWING 
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ADVERTISING 
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INTAKE 
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? 

(As decailed In 
EKhiblt 4=5) 



[STING STRUCTURES 



PROPOSED STRUCTURES 
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EKhlbit 3.3 . Relationship of Input Alternatives 



•me detailed atructure and the relationships of the input variables can 
be displayed in a aeries of crosswalka. Appendix B shows the time dis= 
tribution system detailed band (Alterative III) and subdetailed band 
(Alternative IV) ralatlonships , Appendix C shws the subdetailed band 
(Alternative IV) and activity (Alternative VI) relationships. Appendix 
D shows the subdetailed band (Alternative IV) and subactlvity (Alternative 
VI) relationships. The selection of the appropriate level of detail for 
the classification of SESA activities can only be achieved through con- 
sideration of data availability and an evaluation of the relative difficul- 
ties in i^lementlng a specific system to measure an activity. These 
considerations are discussed in the following section, 

3,3 ALTERHATIVE mASUREMENT STRUCnmE FOR INPUT DATA 

The measurement alternatives for the collection of input data ^thin 
the context of existing SESA information systems range from a relatively 
siiaple system to an extremely complex system. The rationale for the 
selection of a specific alternative weighs heavily upon the resources 
available and the sensitivity desired by USES. At one extreme, a 
very sJ^le system can be utilized based on data currently available. 
Hie level of aggregation and the built-in bias make it the least sensitive 
of the alternatives, and its simplicity and availability make it the 
least costly to implCTent* At the other extremes a very complex 
system can be utilised requirJsg the development and taplementation 
of a system of Identifying and collecting Infomation at a very de- 
tailed level. Such a system would be very sensitive^ howevers the 
difficulty of implementation and complexity of operation would make 
it the most costly alternative. 

Alternative I 

The simplest measure of input is the aggregation of all SESA activities* 
This measure can be directly obtained from the existing SESA accounting 
system reports. These reports display SESA expenditures in terms of 
man-hours, equivalent positions, personal service costs, non personal 
service costs, and total costs. These are shown by organizational units 
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by month j and in a manner which is totally compatible with the PMS 
concept. This data could be collected for the PMS with the minimum 
effort and without additional requirements being placed on SESA. This 
meaaurep however^ is largely insensitive to variations in efforts made in 
individual SESA activities* The ratio based on the aggregated valua of 
all SESA activities could be used to compare overall operations but 
would not allow decisive action on the part of managers to affect 
and isprove the SESA system* Superior efforts in one program area 
could be offset by inferior efforts in another and could go unnoticed* 
toly agencies with uniformly superior or inferior services would be 
identified, ^is lack of ability to identify specific areas makes this 
level of aggregation too gross even in light of its low cost. 

Alternative II 

The second measure of input is the aggregation of SESA activities on 
the basis of the broad band code structure of the Cost Accounting System, 
^is measure can be emvXoyed by obtaining values from the existing SESA 
aecoimting systm LCports wh^^^! are in content and format essentially as 
described Mho^<-. ^ This measure is more sensitive to variations in efforts 
made in 5p:^cLf^c ^ciiivltles* 

Altemativa_IlI 

The third alternative measure of input is the aggregation of SESA activities 
on the basis of the detailed band code structure of the Cost Accounting 
System. The values basGrt on this measure can be directly obtained from 
the existing SESA accountinc- system reports in conteKt and format 
essentially as described ab^ve. This measure is more sensitive to 
variations in specific activities than the previous two and does not 
appreciably affect the cost^ for data collection. 

Alternative IV 

The fourth alternative measure of input requires the subdividing of 
the detailed bi .d code structure of the cost accounting system in order 
to identify spew, f f.c groups of activities or interest* The collection 
of data accordiA^ to uhis structure could be achieved through a simple 
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mdiflcation of the existing time distribution structure or through a 
work measurement study utilizing, for example, the time ladder technique* 
Such a technique has been utilised for work measurement of ETA programs 
in the past and is one of the simplest techniques which can be applied. 

Alternative V 

The fifth alternative measure of input requires the utillMtion of a 
totally new structure of IS inputs. This structure Is based on defining 
special ES activities under the particular categories of client specific 
IME functionsj non client specific LOT functions and non IME functions- 
The collection of data at the activity level could be achieved by a 
system of work sampling, either by employing analysts for this purpose 
or by utilizing the self -reporting technique. At certain time incre- 
ments, the activity currently being worked on is identified. These 
sample data, collected over a specified period of time, can be utiliEed 
to determine the distribution of time by employees to the various 
activities. This technique is described in the Handbook on Work Measure- 
ment Systems for Use in Measuring Office Occupations^ ^* This measure 
of input Is more sensitive than the previous alternatives but would 
require a significant effort by analysts in order to collect data. 

Alternative VI 

The sixth alternative, using the additional subactivitles related to the 
structure defined in the fifth, could be achieved by the utilization of 
job tickets. Job tickets are a widely utilized work measurement tech- 
nique and are also described in the referenced Handbook, A Job ticket 
is attached, for example, to a client file. As the client is processed 
through the SESA system, time is annotated on the Job ticket, A code 



^/ P. Palmqulst, Handboot^ on_Work Measurement Systems for Us e in 

Measuring Office Occupations , (Washington, D.C. ^ Office of State 
Operations, UIS, Manpower Administration, U,S. DOL, April 1972.) 



39 



31 



identifying the spaciflc activity parformed would also be annotated 
on the card. This measurement is the moat sensitive to differences in 
local operations, and the measurement techniques required are not as 
difficult as work sampling or time ladders. 

^e various alternatives are sumiarl^ed in EKhlbit 3-4, titled SnnTrn^ y 
of Input Measure Considerations . Any one of the alternatives will produce 
data which can be converted to man-years, equivalent positions , or dollar 
units . 

3.4 ALLOCATION OF SUPPORT CATEGORIES 

The SESA system of cost accoimting provides for charging time to ^ . £ 
functional code activities which cannot be directly related to output 
products. These functions, such as the AS&T codes, are charged back 
against ES funding through a cost allocation system. The structure 
of most state agencies is such that these costs are outside the control 
of ES Eoanagers. Since they cannot be directly related to agency products 
or readily managed by SESA personnel, it would seem illogical to combine 
these AS^T categories into the model itself. Consequently, the produce 
tivity measurement system excludes ASirT costs* 

3.5 UNITS OF MEASURE 

The selection of the specific units of measure of SESA inputs represents 
an important decision. Three distinct alternatlvea exist. These are: 

• man'-hours 

. equivalent positions, and 

* dollars. 
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AlEirnaEive DescrlpElon Data Source Sensitivity 



MBaiuriinent Effort 
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I. 



n. 



IIL 



IV. 



V, 



VI. 



Total Ag|regatlon SESA Accounting 

of SESA Inputs Systim 

Aggragation at TD SESA Accounting 

Broad Band Livel System 

A|grlgatlon at TD SESA Accountini 

Detail Band Lavel Sygtgni 



A New Structure 
Cofflpatible with 
TD but at a Sub- 
detail Band Level 



A New Structure 
Using Subacti - 
ty Codes 



Very Low Miniiiial since InforDiation 
is readily availabli, 



Very Low 



Low 



laaiureiaent Fair 



A New Structure Work Meisuriingnt Good 
Using Activity 



ieaiuranint Ixcellsnt 



Mininial since inforniition 
is readily availabli, 

Mininial since inforraation 
is riftdlly availabii, 

Moderate effort if a systein 
utiliEing the tlma distribu- 
tion formi with a detailed 
code ii uiid. This nuthod 
is not very iccurate, 

Large effort if a syitara 
uEllidng tiiiie liddera is 
uElliiad. This method is 
very accurate. 

Lsrgi iffort if a systim 
using work sampling is used. 
This method is viry accurate. 

Moderate effort if a system 
of self-reporting work sample 
is used, This systeni has 
reasonable accuracy, 

Moderate effort If a systeiii 
of job tickets li used. This 
syitem has good accuracy. 



Exhibit 3=i Summary of Input Meaiure Ooniideratlons 



The mMiL-houtm input In support of a particular activity are a coDomon 
danominator of toaiiy productivity systems. Man-hours reflect actual 
effort input and are not influenced by salary differentials ^ or other 
variables « 

The equivalent positions input differs from man-hours In that the actual 
agency work hours during the period are reflected* Equivalent position 
data can include or exclude leave* Within the context of the pro^ 
ductivlty model it is advisable to exclude leave since there is no 
direct relationship of leave to productivity, and leave factors vary 
widely among and within SESA-s. 

The dollar costs differ from equivalent positions by a cost per tmn-^ 
year factor. The inclusion of personal costs in input allows a reflect 
tion of the salaries of individual workers. This, of course* varies 
throughout SESA-s and thus can affect the ratio solely on the basis of 
different salary scales, ^e inclusion of non personal costs in input 
allows a reflection of the support costs for rentals, equipment, and 
other items which are required and can have a direct impact on produce 
tivity* The exclusion of non personal costs could allow a well-equippad 
state to have a more favorable ratio* This is clearly indicated by the 
e^ectatlon that a well^equlpped state with higher non personal services 
costs should have a higher productivity. Inclusion of those costs would 
reduce Its ratio since Its Increased production Is offset by its increased 
cost. Moreover, eKcluslon of costs of non personal services would encourage 
SESA's to utilize these services to increase production. 

The SESA Froductlvity Measurement System objectives are best achieved 
by utilising as an input measure the costs Input to an activity. This 
measure can readily be converted to equivalent positions or man-^hours 
by application of the appropriate factor. 
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Kie SESA pr©dUGtivit7 modal must have, as one of Its components, a 
method for identifying and quantifying SESA outputa which result from 
specific inputs. Thm devalopment of output measures for the PMS was 
not restricted to those output measures utilised in the past* Rather, 
working within the context of the datailed subactivlties discussed in 
a previous chapters outputs were associated with each operational arjea* 
Using this approach alternative outputs were developed ranging from 
gross measures such as "placements" to those in which specific value is 
attached to each Identifiable SESA output. 

4.1 DEFINITION OF OUTPUT 

Thm output component of the model consists of two parts. The first 
Is the value of the particular output. The second is the frequency 
of outputs. The product of the two parts Is the total value of the 
output and can be sunmied for all activities. 

An output is defined as the result of an activity, -to output may or 
may not be measurable. An output may be intermediate or terminal. 
^ Intermediate output is one which merely serves as a step toward 
the achievement of a higher output, for example, applicant outreach 
activities in support of a registration* Should outreach activities 
serve as the final output, that Is, registration Is never achieved ^ 
the output becomes teminal. 

4.2 OUTPUT VALUATION 

Determining the value of specific outputs result * j from SESA activities 
is a difficult task. For example, within the applicant service process, 
the PMS must set the relative market value for the Individual who Is 
being served by the SESA, The technique used in the PMS to assign 
values to SESA outputs Is to establish a value for treatment, either 
objectively or subjectively, and to assign that value to any product 
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whieh receives this treatment. This is a "value added'* approach. 



Vhmn using the "value added" approach, eKlstlng systems of measurement 
can be used* Far exataple, techniques of et^loyability assessment have 
been developed whi^ my satisfy the needs of the appllcmt process* 
To simplify the model , such a system of measurement can be applied to 
appiicmts at various stages as they move through the system. Average 
"value added" values can then be established. Such values can then 
be assl^ed to specific treatments. Values can also be established 
by using other study eKperience, For exraplet where a method for 
valuing counseling is agreed upon, it can be used to assign values to 
coimsellng outputs. It must be recognized that in any such process a 
particular measurement system must be "scaled" so that its range of 
values is eompatible with those used in other areas. This is necessarily 
a subjective Judgment but not a difficult one. 

In several areas it is necessary to subjectively establish an order 
and a value for a range of services to be applied to a recipient of 
SESA services. For e^cample, legislatively mandated SE8A outputs must 
b^ analysed and specific values assigned to various activities* Where 
the development of a value assignment scale Is totally subjective, 
oparatlone research techniques may be used to set values* 

One of the methods most cosraonly used Is the DELPHI technique, discussed 
in Section 2*4* This technique can be used by SESA managers to allow 
them to arrive at a consensus opinion as to the value to be assigned to 
SESA outputs* 

4,3 ^fflASUREMENT OF FREqUENCY OF OUTPUTS 

In addition to the establistaent of a value for specific SESA outputs 
it is necessary to measure the frequency of outputs for a variety of 
categories* Numerous systems exist for collecting SESA data. The 
most Important is ESARS, but several other systems exist at the state 
and federal levels, both internal and external to USES. 
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Advantages to utilizing axlsting information systema are obvious. 
SESA*s currently operate with extensive reporting requirements , and 
adding new requirements would impede operations. Additionally » the use 
of established systems precludes start-up problems that new data systems 
encounter. 

ESARS serves as the primary source for Identifying SESA output information 
The following paragraphs discuss ES^S from the perspective of its utility 
for measuring the required outputs • Appendix E describes the specific 
items of information available from the system. 

The use of the "standard" ESARS system by a local SISA operation does 
not guarantee that the forms used are copies of those shown In the ESARS 
manual* ^e system does demand that each local operation develop the 
specific infonnation that is required within the manual* that the 
definitions given are observed, and that the information item be placed 
on a data tape in the positions specified* Local offices may develop 
additional Infomation or rearrange the data items on the form if they 
desires as long as they produce the tape in required format* 

^e procedures for aggregating data from the tapes are not consistent 
across states* In some states basic data tapes are sent from each local 
office to the state , where the sunmiary tapes and tables are produced. 
Within other states several central locations may perfonn the summarizing 
function. Regardless of the exact procedure used within states, the 
basic decision which had to be mde was whether output data could be 
taken from the summary tables or whether the basic data tapes had to be 
used to measure the output. Some considerations follow. 

Although during the study we made an ln--depth examination of ESARS in 
only two state systems, it is our impression that the mechanics of the 
system operate smoothly and that the data required would be physically 
available. One of the first problems to be addressed, however, Is that 
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of confidentiality* The PMS system as reconmiended would appear to favor 
Strongly the iise of basic tape data to track by Individual and office. 
Use of Inforaation related back to individuals, however ^ may be contrary 
to current restrictions In the use of such data. 

Biis is of particular note in the area of the "value added" credit for 
services short of placement provided to Individuals* Although techniques 
might be developed to handle "groupings" of Individuals, if sumaary data 
Is used. It would seem that the system could be operated more effec^ 
tlvely on data from sample sets of individuals* In this ^nner a direct 
relationship between the background (entry level) of the individual and 
the actual services provided can be established. Such an approach 
Implies the use of the basic data record. 

Use of the information presently collected for the 2% sample was also Judged 
inappropriate for the PMS* The 2% sample Information is collected no 
more frequently than on an annual basis. Upon requests states run a 
"canned" program against the basic tape data and develop complete Infotm- 
atlon sets on individuals having certain Social Security nimbers* Data 
collected in this fashion is too outdated to be of use in the allocation 
process. It also may be difficult to relate or track Individuals from 
particular locations through a set of services. It is our recommendation, 
therefore, that the 2% sample not be considered as a data source for MS, 

It is our assessment that the PMS requires Information from the basic 
data tape, supplemented by additional data from such sources as compliance 
and fa™ labor reports. As may be seen within the following subsections, 
we have identified the output measurement points with respect to their 
source* A specific data retrieval procedure similar to that used during 
the test period will satisfy the system's data requirements* 
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4.4 ^TERKATIVE OUTPUT CLASSIFICATIONS 

Six dlstiiict alternative scructuras of output claasifications have 
been established for the model. These ate eompatibla with the inputs 
described in Chapter 3. Each strueture requires a different level of 
effort by SESA's in order to support the model. In this section each 
structure is defined ^ its output measures and sources identified , and the 
system support requirements discussed* AlsOs alternative systems of 
valuation for activities are identified. 

The first output structure is that which would align itself with the 
total aggregation of SESA inputs. TOis structure would consist of 
a single workload measure. Since placements are the accepted USES 
objectives they would be a logical measure, ^e limitations of such 
a measure for productivity have been discussed within and outside 
the context of the resource allocation formula and, consequently , are 
not elaborated upon here. 

The second output structure (Alternative II) is one which would align 
itself with an input structure coincidental with the broad band time 
distribution code structure. Such a structure has been utilized for 
productivity assessments to a limited degree in the past* E^diibit 4-1 
displays the major ftmctional areas, the proposed workload counts, and 
workload data sources for this structure. 

The third output structure (Alternative III) aligns itself with the input 
structure coincidental with the detail hmd time distribution codes. 
EKhibit 4^2 displays the detailed functional areas , the proposed work-* 
load counts md workload data sources. 

The fourth output structure (Alternative IV) Is based on the time 
distribution codes but is more detailed than the existing detail band 
structures. Exhibit 4-3 displays this structure and the proposed work- 
load counts and workload data sourcas. 
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Thm fifth eutput struature (Altematlve V) Lm baaad on mn entirely new 
let of aetivlties and ±m shown in Esdiibit 4-4, Finally ^ the sixth outp 
strueturs is a more detailed itrueture baaed on the fifths but with 
each activity broadened into aubactivities, aa ahora in Exhibit 4-5, 

Again^ the selected syatem need not encompaaa all SESA outputa, Howeve 
there are dlatinct advantages to inelude aa many outputs aa possible* 
Obviously* the more detailed the structure the more sensitive the model 
will be with respect to specifying conditions within a state agency* 
(Text continues on page 57.) 
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C^TEmiATIVE II) 



TD 

Code Daserlptlon 

510 Assasimant 

520 Training 

530 Employittent md Job 

Davelopment 

550 Employar and Coi^unity 

Services 

560 Hanpower Inforaatlon 

600 MGT, SupervisiQn and 

Training (Loeal) 

605 MGT^ Supervision and 

Training (Central) 



Units of Measure Source 

Regis trationa ESMS 

Test Transactions ESAES 

Placements ESARS 

Job Orders ESARS 



None Available' 
None Available 

None Available 



^/This categoi^ comprises less than 5% of the total 81SA activity 



EsAibit 4-1, Time Distribution Broad Band Codes 
Output Measures and Sources 
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(ALTII^ATIVE III) 



Code 






Source 


511 




c^egiscrations 




512 


Cowsellng 


Counseling Transactions 


ESAHS 


513 


Testing 


Testing Transactions 


1 ESAHS 


514 


Other 


XntetTOediate Output 




520 


Training 


Referrals 


ESARS 


531 




Flaceinents 


ESARS 


532 


OJT 






533 


Job Davelopment and Plaeament 
PSE 




- 


534 


Periodic Exposure to the Job 
Marlcet 






551 


Efflolover atid Union ^^"^vi nmm 


iione iivai'^aD^a 




552 


Employer Technical Sery^ices 


Job Modifications 


New Count 


553 


Imigration Activities 


Imigrants Processed 


New Count 


554 


Coamunity Services 


None Available 




561 


Labor Area Inforaation 


None Available 




563 


Operations Rasearch 


None Available 




564 


Occupational taalysis Field 
Canters 


None Available 




565 


Test Development 


None Available 




566 


■JWLJ ^ca^ ' T' 1 i"nil 1 Srjl 


None Available 




610 


Management and Supervision ~ 


None AvallaDle 




620 


Staff Technical Servlcas - 
ES Laeal 


None Available 




630 


Career Development and 
Training ^ IS Local 


None Available 




611 


Management and Supervision 
IS Central 


None Available 




621 


Staff Technical Services - 
ES Central 


None Available 




631 


Career Development and 
Training - IS Central 


None Available 





Exhibit 4-2. Time Distribution D«talled Band 
Output Measuras and Sources 
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ERIC 



(ALTERNATTVE IV) 



Code Das crip tlQn 

(5111) Outreach Activities 

(5112) Recaptionlst Activities 

(5113) Interviewing 

(5114) Misc, Intake Activities 

(5121) General Counseling Activities 

(5122) Interpreting Tests 
(5131) Testing 

(5141) Case Conference Meetings 

(514 2) Develop Employability 
Plans 

(5143) Group Orientation 

(3211) Training SelectiQn, Referral 
Follow-Up 

4'>.-12) Training Development 
Aetivitles 

(5311) Job Order Taking 

(5312) Selection Interviewing 

(5313) Job Bmk 

(5321) Job Development/Placement/ 
Follcn^-Up-WIN-OJT 

(5331) Job Development /Placement/ 
Follow-Up-WIN-PSE 

(5341) Periodic Exposure to the 
Job Market 

(5511) Snployer ajad Union Services 

(5521) Employer Technical Services 

(5531) Immigration Activities 

(5541) Cosanunlty Services 

(5611) Gather and Disseminate 
Information 

(5612) Preparing Newsletters and 
Reports 



Unit gf_ Measure 
Intermediate Output 
Registrations 
Job Referrals 
Intermediate Output 
Counseling Transactions 
Testing Transactions 
Testing Transactions 
Counseling Transactions 
Plans Developed 

Intermediate Output 

Applicants Referrals 
for Training 

Applicants Referrals 
for Training 

Orders Taken 

Placements 

Orders Taken 



None Available 
Job Modifications 
Immigrmts Processed 
None Available 
None Available 

None Available 



Data Source 
ESARS 

State Count 

ESARS 
ESARS 
ESARS 
ESARS 
ESARS 

ESARS 

ES^S 

ESARS 
ESARS 
ESARS 



New Count 
New Count 



Esdiibit 4-3. Time Distribution Subdetail Band Sources 
Output Measurei_ md Sources 
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(M.TERNATIV1 IV) 

Coda DaiGrlptlQn Unit of Maasura Data Sourea 

(5621) Oceupatlonal Opportunltias Nona Available - 

Information 

-(5631) OparatiQns Rasaarch None Availabla - 

(5641) Ocaupational Analyaia None Availabla 

Fiaid Center 

(5651) Test Development None Availabla 

(6101) Management and SupervisiQn Nona Available - 

(Local) 

(6201) Staff Technieal Sarviea Nona Availabla " 

Fam (Local) ■ r 

(6202) Staff Technical Sarviea None Availabla 

Other (Local) 

(6301) Garaar Devalnpmant and Nona Available - 

Training (Local) 

(6111) Hanagamant and Supervision Nona Available - 

(Central) 

(6211) Staff Technical Sarviea Nona Available 

Farm (Central) 

(6212) Staff Technical Serviea None Available 

Other (Cantral) 

(6311) Career Davelopniant and None Availabla - 

Training (Cantral) 



EKhibit 4-3 (continued) Tima Distribution Subdetail Band Structure 

Output^ Maasurea and Sourceg 
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ERIC 



Daserlptlon Output Unit Source 
0 Cllant Specific hm Functions 

1.1 Applicwt Proceaa 

1,11 Outreach Applicants Registered ES^S 

1*12 Int^e Interviews Schaduled New Count 

1.13 Diagnostic Assessment Tasted Applicants ESA^S 

1.14 Employabillty Devalop= Agraemants Establishad New Count 

mant Rasourca 
Mobilization 

1.15 Employabllity Davelop" Applicants Counseled ES^S 

mant 

1.2 Employer Process 

1*21 Outreach Intarmadiate Output - 

1*22 Voluntary Ordar Job Openings (by source) Naw Count 
Solicitation 

1.23 Mandatory Listing Job Openings (by source) Naw Count 

1.24 Job Craation Job Opanings (by source) Naw Count 

1*25 Farm Labor Job Opanings (by source) Hew Count 

1*26 Job Identification Intemediate Output ^ 

1*27 Client Specific Job Job Openings (by source) New Count 
Order Solicitation 

1*28 Order T^ing Orders Taken ESARS 

1.29 Employer Technical Job Openings (by sourca) New Count 
Assistance 

1.3 Job Hatching 

1.31 Job J'^tching Job Refertals ES^S 

1. 32 Varificatlon/Follow-Up Placements ES^S 



Ejdiiblt 4^4. Activity Laval Structure 
Output ^asures and^purcas 
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Description 
2,0 Non Client Specific LME Functions 
2»1 Labor Market Information 
2.2 FazTO Labor Wage Survey 

3.0 Non-Ltffi Functions 

3.1 Employer Protection 

3.2 Farm Labor Protection 

3.3 Foreign Trade Act 

3*4 Employer Complaint 
(SESA Servicea) 

3*5 Iisnig ration/ Alien Certification 

3.6 Learner Certification 

3*7 DOT #4 



(ALTERNATIVE V) 

Output Uni^ 



Complaints Reaolved 
Orders Investigated 
Referrals 

Complaints Resolved 
Cases Processed 

Applications 



Soi 



Compliance Report 
Compliance Report 
New Count 
New Count 

New Count 
iMA 7-= 38 



E3dilbit 4-4. Activity Level Structure 
Output !teasures and Smirces 
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{ALTKKNATIVE VI) 



OUTPUT MEASURIlS UNIT OF MEASURE ANTICTPATED SOURCES 



AfPPLICANT PROCESS ACTIVITY OUTPUTS 






LrULLcilUll nCti.V4.Ly vUCpUb^ 

. Applicant /Awarenasi of SESA Service 
Availability 


N/A* 




. Applicant/SESA Office CQntracC 


Applicants Registered 
(partial or full) 


ESARS, State 


, Applicant/SESA Schaduled Interview 


Interviews Scheduled 


New Count 


, Cooperation Agraement . 


N/A* 


- 


Intake Activicy Outputs 






* Applicant Awareness of Service Need 


Intermediate Output 




, Applicant Awareness of Appranticeship 
Program 


InCermediate Output 




* Applicant Schaduled Interviaw 


Interviews Scheduled 


New Count 


. Applicant Awareness of Job Market Openings 


Intermediate Output 




, Non-'SESA Service Proviaion (By Referral) 


Applicants Referred 


ESARS 


Diagnostic Assessment Activity Outputs 






. Applicant Case File 


Files Established 


New Count 


. Test Result 


Tasting Transactions 


ESARS 


, Non-SESA Service (By Referral) Provision 


Applicants Raf erred 


ESARS 



Figure 4-5. Detailed Subactlvlty Structura g 
Output MeasuraB and Sources 
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(AfTERNATlVE VI) 



OUTPUT HKASURIlS 


UNIT OF MHASURR 


ANTICIPATED SOURCES 


ArTLijLljnli 1 rt^ULCiQ^ AUiiViil yLJirUib 






Diagnostic Assessment Activity Outputs 
Ceontlnued) 






* Labor Supply Infornmtion Records 


InterraedlaCe Output 


- 


. applicant Aptituda/Intereat Profile 


Intarmedlate Output 




. Applicant Awareness of Job Qualifications 


Intermediate Output 




* Applicant Awareness of Employment Develops 


Intermediate Output 




• Employ ability Development Service 
Pian/Schedule 


Intermediate Output 




, Job Match Plan/Schedule 


Intermediate Output 




. Work Test CertificatlDn for UI 


Ul Registration 


New Count 


, Work Test Certlficacion for Welfare 


Welfare Registrations 


New Count 


, Work Test Certification for Food Stamps 


Food Stamp Registratlonf 


New Count 


EmplDyabllity Development Resource Mobility 
Activity Outputs 






, SESA/Supportive Service Agency 
Treatment 


Intermediate Output 




. SESA/Tralnlng Agency Agreement 


Agreements Established 


New Count 



59 



Figure 4-5. Detailed Subactivity Structur e 
Output Measures and Sources 
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(ALTERNATIVK VI) 



OUTPUT MRASURES 


UNIT OF MKASURIi 


ANTICIPATED SOURCES 


APPLICANT PROCESS ACTIVITY OUTPUTS 






Employ ability DevelDpraent Activity Outputa 






, Arrangement for Supportive Service 


Intermediate Output 




. Arrangement for Training 


Intermediate Output 




. Raferral to Supportive Service 


Appllcanta Referred 


ESARS 


, Referral for Training 


Appllcanta Referred 


ESARS 


, Informed Job Ready Individual 


Applicant Counseled 


ESARS 


* Job Match Plan (Occupational Goal) 


Intermediate Output 




* Apprenticeahip Referral 


Appllcanta Referred 


ES 239 


* Raferral to Apprenticeship Prograra 


Applicants Referred 


EB 239 


. Follow-up Report 


Applicants Accepted 


ES 239/ESARB 


EMPLOYER PROCESS ACTIVITY OUTPUTS 






Eraployer Outreach Service Outputs 






^ Employer Awareness of SESA Service 
Availability . 


Intermediate Output 




Employer Inquiry 


Intermediate Output 




» Employer job Order 


Job Order 


ESARS 



FlBiirc ^-5 Detailed Sub.ict iviiy Strueture Q 
Output Measuras and Sources 
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(ALTKRNATIVK VI) 



OUTPUT MEASURES 


UNIT OF HEASURR 


AlNllLiKATED SOURCES 


pnr LUX rRUCESS ACTIVITY OUTPUTS 






Voluntarv Order Solicitation Actlvltv Outputs 






. Employar Awareness of SESA Service 






Availability 


Intermediate Output 




. Employar Inquiry 


Intermediate Output 




, Eoployer Job Order 


Job Order 


ESARS 


Mandatory Listing Activity Outputs 






. Liatlng Complianca (Lagal Requirement 






Satlgfaction) 


Intermediate Output 




* Employer Awaranasa of SESA Service 






Availability 


Intermediate Output 




* Employar Inquiry 


Intermediata Output 




, Employer Job Order 


Job Ordars 


ESARS/Mandatory 
Listing 


Job Creation Activity Outputs 






. Restructured Job Content 


Job Hodiflcation 


New Count 


• Modified Job Entranca Raquiraments 


Job Modification 


New Count 


. Altered Job flanefits and Conditions 


Job Modification 


New Count 


. SubsldlEed Job - OJT, PSEj Work Experience 


Job Modification 


New Count 


. Job With Tax Credit 


Job Modification 


New Count 


. Employar Awaranais of SESA Service 






Availability 


Intermediate Output 




, Employer Inquiry 


intarmedlate Output 




* Employer Job Order 


Job Order 


ESARS 
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Figure 4-5^ petallbu Subaetlvl ty Structurg 
Output Massures and Souices 
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(ALTKRNATIVE VI) 



OUTPUT MEASURKS 


UNIT OF MKASUKE 


ANTICTPATEl) SOURLFS 


EMPLOVER SERVICE ACTIVITY OUTPUTS 






Farm Labor Employer Activity Outputs 






, FLC Awarenase of Raglstration Requiremanti 


Intermediate Output 




. FLC Registrant Accapted 


Registrants FLC 




. FLC Registered with ESA 


Acceptance 




. FLC Job Orders 


Job Orders 




Available Job Identification Outputs 






, SESA Awaranass of Job Availability 


Intermediate Output 




Client Specific Job Order Solicitation Outputs 






* SESA Awareness of Job Availability 


Intermediate Output 




* Employer Inquiry 


Intermediate Output 




* Employer Job Order 


Orders 


ESARS 


Order Taking Activity Outputs 






* Recorded Order 


Transactions 


ESARS 


, Job Bankj Order List 


N/A 




* Job Bank Output 


N/A 




- List Printout 


N/A 




- List Distribution 


N/A 
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Figure A-5. Detallod Subaetlvlty Structure 
Output Measures and Sources 
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(altkrnativf: vi) 



OlfTrilT MEASLJRl^S 

— ™ ^„ — 


UNIT OF MKASURE 


ANTICIPATEU SOllRCKS 


EMPLOYER SERVICE ACTIVITY OUTPUTS 






Empioyar Technical ABslstanca Activity OuCpuca 






. Job Orders 


Job Orders 


ESARS 


, Employer Awarenesa of SESA Service 
Availability 


Intermediate Output 




. Improved Manpower Resource Utilization 






Reitructured Job Content 


Job Modification 


New Count 


- Modified Job Entrance Utilization 


Job Modification 


New Count 


- Altered Job Benefit & Contributions 


Job Modification 


New Count 


- Suhsidizad Job 


Job Modification 


New Count 


- Job With Tax Credit 


Job Modification 


New Count 


- Employer Awareneis of SESA Service 
Availability 


Intermediate Output 




^Mip =L u y e t i=n^ u i= r y 


inLermeQia ce uucpuc 




- Employer Job Order 


Job Order 


ESARS 


* Asa Is ted AA Plan Development 


N/A 




, EEO Compliance 


N/A 





Figure ^-5. Detailed Subactlvlty Sfriieture 
Output Maaauras and Sourcea 
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(ALTKRNATIVE VI) 



OUTPUT HKASURES 


UNIT OF MlLASUIiK 


ANTTCIPATI-I) SOURCHS 


JOB MATCHING ACTIVITY OUTPUTS 






Job Matching Activity Outputs 






. Cll8nt/Job(s) hatch List 


Intermediate D!l^T^!l^ 




, Jdb/Gllenc(s) Match List 
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New Count 
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Intermediate Output 
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N/A 




• Interview 
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Intermediate Output 
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• Retained Job 


N/A 
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• Retained Job 
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UNIT OF MEASURE 


ANTICIPATED SOURCES 


MAHKET EXCiy^NGE FUNCTIONS 
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. FariB Labor Wage Standardi by Crop Report 






NON-LABOR MARKET EXCHANGE ACTIVITIES 






Employee (Applicant) Protection Activity 
Outputs 1 






. maployar/Employee (Applicant) Awarenese 
of 8ESA Employee Protection Service 


Intermediate Output 




* Filed Employee Service 


Complalnti Filed 


Compliance Report 


. Iniproved SESA Service 


Intermediate Output 




, Resolved Employee Coraplaint 


Intermediate Output 




- Corrected *H?rong" 


Intermediate Output 




- No "wrong" 


Intermediate Output 




, Reported Complaint 


Intermediate Output 




, SESA Sure of Complaint Resolution 


Complaints Resolved 


Compliance Report 
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OUTPUT MEASURES 


UNIT OF MKASIIRE 


ANTICIPATKD SOURCES 


NuN- LABOR MARKET EXCMANGE ACTIVITIES 
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. Reported Non-Compliance 
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Intermadlate Output 




, Applicant Awarenasa of Allowance Eligibility 


Intermediate Output 




• Applicant/UI Refarral 


Referrals 


New Count 


Employar Complaint Activity Outputs 






. Filed Employer Complaint 


Complaints Filed 


New CoL 


, Reiolved Employer Complaint 


Complaints Resolved 


New Counc 


Immigration/Alian Certification 
Activity Outputs 






• SESA Awareneis of Immigrants Occupational 
Demand 


Intermediate Output 




. SESA/Immlgration Awaranass of Domestic 
Worker Availability 


Intermediate Output 




. SESA/ Immigration Awareneaa of Affect of 
Immigrant Hire 


lutarraadlata Output 




♦ Certification/Rajectlon 


Cases Procassed 


New Count 
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Figure 4-5. Dttballed Subactlvlty Structura 
Output MeaBurea and Sources 
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(ALTEKNATIVE VI) 



OUTPUT MEASURES UNIT OF MEASURE ANTICIPATED SOURCES 
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Applications 
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Output Measurai and Sourcea 
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4 . 5 BimU^Y OF OU TPUT !ffi4SURmENT iiTlMATIVES 



It la conveniant at this point to sumarize the alternative approaches 
to the measuifement of SISA outputs. This summary is shown In l^ibit 
4^6 • Included In this summary is an estimate of the sensitivity of the 
model corresponding to eaeh level of detail for output data collection* 
As sensitivity improves the measurement effort increases, for example. 
Alternative VI requires the establishment of 21 additional measures. 
The feasibility of using this, alternative was examined during the data 
eollection phase of the pilot tests. Chapter 6 of this report discusses 
the on site experience in evaluating the practicality of these alter-- 
natives. 
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Exhibit 4'"6. Summary of Output Maaaurament Altern 
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Aggregation at 
Broad Band 
Leval 

Aggregation at De= 
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Sensitivity 
Very Low 

Very Low 

Low 
Fair 

Good 

Excellent 



Meaiurement 
Effort 

Minimal 



Minimal 

Moderace 
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Substantial 



Exhibit ij^b. SuMpary of Output Meagurement Alternatives 
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Exhibit 3-L Suiiiiary of EmplopenE Service Objectives 
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5,2 STRyCTURING EOTLOYMENT SERVICE OBJECTIVES 



The EmplDymant Service Is presently intended to be an instriment of both 
ecDnamic and social policy, with an operational focus that is limited to 
labor market activity* The central mission of the Employment Service, 
theraforaj is to serve as a labor exchange mechanism with both economic 
and social purposes* From this statemant of "purpose", the mission and 
goal structure can be developed* 

SESA Mission : The basic Employment Service mission is to 
provide an emplo^ent climate for stable economic growth 
and Eocial well-being by ensuring the eKistence of an or^ 
darly^ effective and equitable public labor market exchange 
system to supplement other private and institutional labor 
market exchange mechanisms* 

SESA Goal ^ To ensure that all appropriate persons are pre^ 
pared for, trained, and placed in suitable employment in an 
orderly and equitable manner* 

SESA Goal : To ensure that all applicants and Job openings 
are matched in an appropriate and timely fashion, 

SESA Goal * To ensure that all potential employment oppor^ 
tunlties are adequately defined and communicated* 

SESA Goal : To fulfill appropriate legislative and adminls=- 
trative requirements for assisting Federal j state and local 
governments in meeting their legislative objectives appli= 
cable to the labor market, and to improve agency responsive- 
ness through upgrading SESA operational responses - 

This statement of the overall mission and major goals provides a frames 
work for defining objectives* 
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A summary of objectivas is listed in the chart provided on page 64. 
First level objectives are to - 

. reduce the incidence and duration of unemployTnent ^ 

• reduce job matching costs ^ 

• improve resource utilisation, 
. reduce transfer payments , 

• improve non-economic factors ^ 

, improve response to legislation j and 

• improve internal operation. 

Four first level objectives listed are inferred directly from the Ipbor 
exchange function and can be viewed as having an economic orientation j 
with secondary social consequences. The other first level objectives 
listed reflect a primary concern for social consequences. Again , it is 
apparent that social objectives have economic consequences. In each 
instance J one result is a by-product of the other. The two orientations 
economic and social , have not been separated with respect to mission and 
goals 5 andj therefore, they are not separated within the objectives* 
This lack of separation will increase the policy-making difficulty when 
attaching policy weights to individual second level objectives. (To 
permit ease of reference "second level object/^es" will be referred to 
as ■'objectives" in the remainder of the text* First level objectives 
will be referred to as such*) Lack of separation does not preclude 
exercising policy Judgments ^ however* The combination of social and 
economic factors will require that policy=makers make a value trade-off 
when setting specific policy values for each objective* 

5.3 RELATING OPERATIONAL ACTIVITIES TO OBJECTIVES 

To assist in assigning values to objectives it was useful to trace the 
relationship of objectives to first level objectives, then to goals and 
finally to the Employment Service mission as displayed In Exhibit S*-!. 
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'^is exhibit provided a chart showing which specific objactive was dc iv 
from which first leval objective and, In turn, identified the goal from 
which tha first level objective was derived^ 

The objectives were arrayed as shown in Exhibit 5=2, with the 
lowest activity level (subactlvity) related to individual outcomes of 
tha existing SESA activities* This arrangement permits policy^'makers 
to assign appropriate policy weights throughout the program structure* 
These values, along with productivity measures, can then be combined 
into an overall productivity index . 

The goals and objectives so developed are next related to the basic 
program structure. Tha SESA program structure can display expendi- 
ture choices in terms of SESA "programs" and SESA "activities" designed 
to meat overall agency objectives* Tha definitions to be used which 
are reflected or suggested by the program structure are as follows i 

Goal I A value to be sought; typically a broad statement 
implying an ideal or direction In abstract terms; a term of 
reference * 

Oblactlve^ i An end result which may be attained and for which 
attainment may be ■measured* Objectives are oriented toward 
impact consideration and imply that a benefit measure relating 
to how people are affected exists* 

Banef it : A reflected improvement in the social or economic 
well-being of people* This measure is frequently used for 
evaluating alternative investmants In terms of objectives* 

Program ; A constellation of activities directed toward a 
specific target group* Program "results" relate directly 
to benefits, l*e* , indicators of progress toward statad 
objectives . 

i 

Ok 
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PROGRAM 
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fi Khiblt 5-2, MlBiion/Goal/Qbiectlve Prograin Structure 
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Activlcy I A aegment of a program consisting of ralated 
treatments^ services or Internal work products generated 
by agency workj for example j counseling services* 

Sub^ Ac t lyi ty i A aub^category of corresponding activities 
that reflect a more specific work product level* 

Output I The result of an activity. An output may or may 
not be measur^^le* 

In approximating the definition of objectives and lower level accivitiea 
of the program structures the following criteria are used to select and 
define candidate categories. 

. Objectives are logically related to higher ordered 
goals and objectives and are consistent with the 
departmental goal statement. 

* Objectives are logically translatable into quantifi^ 

able measures of output to provide criteria for investment 
choices . 

. Objectives are defined with sufficient precision to 
permit specific issues to be identified with respect to 
competing or complementary objectives* 

. Objectives are structured to encourage and facilitate 
the systematic analysis of wide^range of activity 
combinations suitable for achieving objectlvea. 
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The extent to which salented objectives meet the above criteria is 
axcremaly important as the process co develop policy weights for 
appliQation to selected outputs in the compilation of the overall 
productivity index begins. As sumariged from the chart (E^diibit 5=1), 
which illustrates the relationship among the various levels of objec- 
tives , candidate SESA objectives arei 

Reduee Incidence and Duration of Unemployment 

* Reduce duration of job va icy* 

* Reduce duration of worker unemployment* 
. Reduce frictional unemployment* 

* Reduce structural unemployment* 

* Reduce turnover, 

* Reduce unnecessary entrance requirements* 

* Reduce training/educational barriers to employment. 

* Reduce personal/social/medical barriers to employment* 
. Reduce tima for job order filling* 

, Reduce ttae spent in Job search* 

. Fill job orders 

, Place job ready applicants* 

, Ensure an adequate supply of year-round farm workers. 

* Reduce recessionary impact of unemployment on local comunities. 

2* Reduce Job Matching Costs 

* Reduce job search costs* 

* Reduce recruitment costs* 

3* Improve Resource Utilisation 

. Reduce employer training time and costs* 

* Increase quality of job match, 

. Increase appropriateness of job entry requirements* 

* Improve worker utilisation* 
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. Improva plant resource utilization* 

. MaKimize applicant aarnlnga. 

• Minimiza employer labor costa. 

. Improva access of naw industry to local CQmaunities* 

. Haximiza resourca utilization of non-SESA'a CManpowarj Voc Ed,^ 
Welfara^ etc* ) , 

• Improva vocational achool curriculum planning, 

• Improva local/regional economic development planning. 

Raduce Transfer Payments 

• Reduce UI payiaents , 

. Reduce welfare paymenta . 

• Reduce food stamp paymenta * 

Improvement in Non^Economic Factors 

. Increase equitable distribution of job opportunities* 
, Ii^rove worker conditions. 

• Improve worker benefits • 

• Provide Worker protection. 

. Implamant service priorities (vetaj youths etc.). 

• Ensure adequacy of housing standards for migrant workers, 

. Ensure adequacy of working conditions for migrant workers . 
. Ensure equitable diatrlbution of aarvicea and employment 

opportunities to rural workera . 
. Minimize adjustment to displaced workers (Trade Act). 

• Ensure appropriate laarnar certification of young workara. 

, Fulfill manpower needs to meet national emergency/mobilization 
needs . 

. Ensure equity of sarvices and working conditions. 
, Ensure access ^ refugeas to employment opportunities . 
, Support Armed Forces recruitment efforts. 
Develop appropriate Job Corps opportunities , 
Improve access to job opportunitiea for youth. 



, Improve access to job opportunities for handicapped* 

• Improve aceaas to job opportunities for minorities, 

• Improve access to job opportunities for women* 

. Improve access to Job opportunities for older workers, 

e Improve access to Job opportunities for economically disadvantaged, 

, Improve access to Job opportunities for seasonal workers* 

• Ensure re-^ employment of displaced persons affected by major 
natural disasters * 

, Ensure access of disadvantaged and minorities to union trades* 

• Improve data base for affirmative action planning* 

6 * Imp^rpve Response to Legislation 

• Ensure legislative compliance with FLCM* 

• Support provisions of Immigration Act through alien certification* 

• Ensure eligibility of applicants for Trade Act assistance* 

. Ensure that FmHA loan guaranties are made to appropriate plants, 

7 # Improve Internal Operation 

• Improve occupational testing mechanism* 

• Update DOT Codes and improve their accuracy and usability, 

• Improve service program approaches and strategies* 

As the complete productivity model structure falls into place, a logical 

flow of SESA agency resources, from the most basic application, (sub'^ 

activities,) toward the objectives and goals to which they are directed 

is apparent* The relationships are shown in EKhibits 5--3 through 5-6. 
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EKhlblt 5-3, Reladonship of AppUcant Proeeig Activities to USEB Objaetlvei 
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IMUt 3-3._. HelaEionship of Placement Proeess to USEO Qbjictlves 
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5.4 CQ^gONEm WEIGHTING 

In order to establish component weights which are subjective in nature 
it is necessary to follow a specific and orderly process of evaluation* 
As earlier defined, a definite relationship exists with USES objectives 
and the model outputs. A necessary first step, thenj is to eatnblish 
a ranking of all USES objectives. This can be achieved by utilizing 
a panel of knowledgeable evaluators. After a specific ranking is 
achieved 5 the order objectives can be scaled* Using the "Delphi" 
technique a logical value can be established for each objective. Then, 
by sumiing the total weighted objectives which are related to activities ^ 
and sunmiing the corresponding activity weights, a total value for a 
component of the model can be established. This procedure was followed 
as part of the test and is discussed in detail within Chapter 6. 
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6,0 DmONSTRATION OF PRODUCTIVITY MEASURMENT SYSTOI 



6.1 INTRODUCTION 

During earllar phases of this project considerable effort was aKpended 
tQ_ establish a structure for the measurement system; to formulate the 
various measures; and to develop the means of collectings analysing, 
and presenting the results. The last phase of the contract involved 
tha conduct of pilot or feasibility tests in four local offices and th€ 
refinement of the model based on their results. The pilot studies 
provided an opportunity to test the actual availability of data and 
to make adjustments to the model , moving it from a conceptual scatus 
toward an operational status* The results of the pilot studies,, their 
impact on the conceptual model, and the finallged version of tha model 
are presented in this chaptar. Specifically, this chapter includes^ 
the description of the structure of SESA activities, outputs, and objec 
tlves; a discussion of the technique used to establish values for SESA 
sarvices; descriptions of applicant, employer, and agency data; and a 
discussion of the methodology for model operation. 

6.2 STRUCTURE OF SESA ACTIVITIES 

Considerable discussion has been diracted in previous chapters toward 
alternative structures for use in the PMS* It is appropriate to sum= 
tnarize the alternatives considered, to discuss in detail those which 
ware most appropriate, and to prasent the rationale for the selection 
of the final structure* 

Within these earlier discussions a detailed description of the six 
alternative structures was provided to demonstrate the relationship of 
one to another, Tha docmiientatlon of this set of relationships was 
particularly important, for it allowed each activity level to be 
utilized during the pilot study while retaining tha ibility to compare 
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results. The six levels presented werai 

A single measurement structure derived as the aggregate 
of all activities. This structure exists at the same 
level as the Resource Allocation Formula, 

* The functional activity code structure of the SESA account- 
Ing system Time Distribution Subsystem at the broad band 
level . 

The functional activity code structure of the SESA account^ 
ing system Time Distribution Subsystem at the detail band 
level * 

A new functional accivlty code structure baaed on the SESA 
accounting system Time Distribution Subsystem but at a 
subdetail band level* 

. A new code structure based on specific activities defined 
for the Productivity Measurement System, 

* A new code structure based on specific s ub ac t J vi t i e s de-- 
fined for the Productivity Heasurement System, 

The pilot studies provided an opportunity to test the structure. Data 
was collected for the most detailed structure first, and 5 as each succes 
slve office was studied, a less detailed structure was used, until the 
most appropriate level was identified. 

The structure which affered the greatest detail^ the subactivlty level, 
was used first* Time spent on each subactivlty was reported at five 
minute increments utilizing the Time Ladder approach* SESA employees 
were allowed to combine report: elements where the reporting of detailed 
time utilization was not practical. The results of the studies, as 
shown by the time ladders and the employee cormnents, demonstrated that 
the structure was too minutely detailed. Activities occurred in small 
time increments, and employees were often performing two or more activl^ 
ties concurrently * 
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Time reporting was cmnbersoma, interfered with agency operations , and 
was often inaccurate because of the requiretnent for detail. After one 
day of study the structure was abandoned and the next level of detail 
substituted. 

This level of detail, the activity level, was utilized at two separate 
local offices. The first office was small in size, and employees were 
required to perform diverse fimctions. Order taking was performed by 
interviewers, and virtually no specialization eKisted* Other prograins 
such as CETA and WIN were also administered by the office. The second 
office was highly specialized, and a distinct separation existed among 
inteirviewers, counselors, employer specialists, mtid order takers. Little 
difficulty was experienced with either office utilizing the structures 
with time ladders, however, the lack of activity reported within specif iu. 
areas dsnonstrated the insignificance of a number of the activity 
categories in the PMS* Minor difficulties also occurred in the utiliza- 
tion of the structures for employees dealing directly with applicants. 

The activity level structure was modified to provide a system that was 
a combination of the activity level and the subdetail band level. 
This modification was made both to Improve the structure utilized earlier 
and to facilitate the use of job tickets instead of time ladders. The 
amount of time spent with each applicant was recorded on job tickets. 
This system was utilized in two separate local offices, and the results 
demonstrated that the structure is workable. However, the need for 
additional modifications was also evident. For example, while job 
tickets allowed for reporting time In increments of less than a minute, 
it was felt that the significance of these increments was minor and that 
a broader code structure would be appropriate. 

In analyzing the test it is necessary to answer several questions. First, 
what is the relationship of the detailed structure to the measurement 
of productivity? Secondly, how significant is the relationship when the 
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difficulty of implemantation is considered? The answers to these two 
questions are of parmnount importance in the selection of the final 
atructure* 

Obviously the more detailed a structure the more sensitive it is to 
specific conditions within an office. For examples a system which 
identifies food stamp activities, as opposed to one which aggregates 
food stamp activities with other activities , will provide additional 
infomation to the analyst* However, the number of unusual conditions 
and subactivities at each location make it virtually Impossible to 
isolate each action Involving an Individual, Attempting to do so 
detracted from the ability to focus on major activities* 

These factors considered, it is appropriate to remain within the struc-- 
ture of the detailed band of the Cost Accounting Time Distribution sub- 
system for the initial implementation* This provides a basis for 
rapid implementation when the PMS is installed on a pilot basis* To 
the extent that the system Is considered successful, modifications can 
be made within the eKlstlng structure to provide more sensitive measures. 
These modifications are discussed in Chapter 7* 

Because of the above relationship it is worthwhile to compare the struc^ 
ture defined here to the structure recommended for adoption by USES as 
part of a project to review the SISA Accounting System* The recommenda- 
tions include the ccmbining of the codes into essentially six simmary 
level codes. While there is no doubt that difficulties occur when time 
is accounted for at a detailed level, without such a structure little 
analysis if any can take place* Conversely, to attempt to measure pro- 
duct /ity at the sunmiary level would be of limited value since important 
variafclons would be concealed. When the Cost Accounting System and the 
Time Distribution Subsystem are to be used as funding vehicles every 
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effort should be made to Insure that Time btsttlbution reports are not 
prepared solely to maximize benefits which may be gained from reporting 
particular accivity within the perfooiance assessment formula. 

6,3 STRUCTUmE OF SESA OUTPUTS 

The necessity to measure specific outputs corresponding to the various 
SESA activities is apparent* During the conduct of the study the 
nmaerous alternative measures discussed in Chapter 4 were considered. 
Two major considerations exist in the selection of output measures. 
Firsts the measure should be an objective measure of activity capable 
of measuring the mmam activity at different locations. Secondly, the 
measure should be readily obtainable, preferably through the use of 
existing data systems. 

The pilot studies provided an opportunity to test for availability of 
data in local offices. Data availability depends to some extent upon 
the specific information procedures utilized in the state, Wiere out- 
put measures were defined as specific ESARS items, no problems occurred. 
ESARS normally was prepared for input into the system at the end of the 
day. Since this data was input at approximately 3iOQ p.m. each day, 
care was eKercised to ensure that the counts were allocated against 
the proper day. Other output measures were not as easy to handle. 
Counts of selection interviews had to be handled on an individual basis 
with some loss of accuracy. It will enhance the PMS accuracy if counts 
are cpmpatible with those currently made for the existinf system. 

A finalised SESA output structure was developed through an '*on-slte" 
analysis of those alternatives outlined in Chapter 4 of this report, 
these alternative structures were raflned during the pilot study. The 
measures of output are shown In Exhibit 6-1. The data is readily 
available since it is either collected in support of ESARS or routinely 
but unofficially tallied as part of local office op -rations. The PMS 
can be readily computerized where the data Is an input to ESARS. 

1 () 4 
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ACTIVITY 



OUTPUT MEASURE 



SOURCE 



CO>MENT 



Outreach 

Raception 

Interviewing 

Counseling 

Tasting 

Other (Misc.) 

Training 

Job Order Taking 

Salection Inter— 
viewing 

toployer ^ Union 
Sar^icas 

Eaployer Technical 
Services 

Immigration 

Consnunity Services 

Labor Area Informa- 
tion 

Occupational 
Opportunitias 

Oparations Rasaarch 

Test Development 

Managemerit & Suparvisor 



New Registrants 
L,0* Contacts 

Naw Ragistrants & 
Renewals 

Counsallng Trana- 
actions 

Testing Trans- 
actions 

Nona 

Referrals f^^^ 

Training 
Orders Taken 

Rafarrals 



None 

Employer Visits 

Cartif ications 

Nona 

None 

Nona 

None 
None 
Nona 



ESARS Tabla 11, Cell 11010 

ESARS Tabla 11, Call 11010 

ESARS Tabla 11, Calls 11010 

& IIOIS 

ESARS Table 11, Cell 11030 

ESARS Table 11, Cell 10035 



ESARS Table 11, Call 11070 
ESARS Table 7, Cell 07015 
ESARS Table 11, Cell 11130 



Available at Local Office 



Allocated Against 
Other Categories 



No Satisfactory 
Maaaure Idantlfled 

Allocatad Against 
Other Categories 



EKhibit 6-1. Measures^ of Output 
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6.4 ESTABLISmENT OF THE PRODUCTIVITY RATIO WEIGHTS 



In responsa to tha atudy requirement to provide a means of "combining 
and weighting" productivity ratios to davelop a single overall pro-^ 
ductivity ratio, ASD/ASSI set out to define the specific objactives for 
SESA's andj based on the relative importance of the objectives ^ to com- 
bine and weight the corresponding productivity ratios. As discussed 
in Chapter 5, the PMS rationale aSiimnes that USES desires that certain 
emphasis be placed in each of the four major program areas^-Applicant 
Processes p Enployer Processes, Job Matching Processes and Other Legisla- 
tively Mandated Programs, The question to be answered is, what amphasts, 
or weighting j should be placed on each of the individual areas. 

The technique used allowed the top administrators of USES and SESA to 
determina subjectively the weights to be placed in each of the four 
processes. Tha values were to be established after considering the 
objactives. The actual weight, however, was totally subjective. 

The DELPHI technique, (discuased in Section 2,4) was proposed to be 
utillEed^ , Since It was the intent to only demonstrate the concept of 
weighting and not evaluate the DELPHI technique, no attempt was made 
to narrow the responses. A rating form was passed out to fifteen top 
DDL/USES administracors* Thirteen of those who received the foM 
respondad. 

Tha results of the valuations were interesting in that administrators 
appeared to agree on the major objectives, while opinion was widespread 
on some of the ijss Important objectives. The range of opinion was broad 
even for an objective such as "Reduce Transfer Payments" which is quite 
possibly the area of greatest impact for the Employment Service, The 
results of the "survey" point up a real need to develop a! better agree- 
ment of USES objectives among the top administrators. Weightings assigned 
to each of the four process areas by the respondents showed opinions to 
be widespread* All evaluators felt that job matching was an important 

1.06 



80 



process j but judgements of its relative Importance covered a wide range * 
Opinions as to whether the major emphasis should be directed to the 
applicant or the employer fluctuated widely, pointing out the dllenma 
of "who is really served by SESA*s, the applicant or the employer". Since 
the responses were obtained from top administrators the reFults reflect 
diverse perspectives which have a major influence on DOL/USES policies. 

The results of the evaluations are shown on the following pages. Exhibit 
6-»2 shows the ratings made by the thirteen evaluators of the USES objec^ 
tlves, (The respondents rated the importance of each objective on a 
scale of 0 to 10.) Exhibit 6^3 shows the weights placed on the four 
USES process areas by the evaluators. The actual emphasis as reflected 
by the amount of effort expended by local operations In each of the 
four pilot f cfices is show in Exhibit 6-4. The focus of effort was 
developed through the actual distribution of time as found in the four 
offices studied. These variations do not appear to be attributable to 
state policy decision, since local offices A and and C and D are 
fro® separate states , 

6.5 PETE^NATION OF VALUE- ADDED 

The concept of placing a value ,on specific outputs of the Emplo3?Tnent 
Service was adopted early In the project. However, the practicality of 
deterinlning and measuring values of SESA outputs proved most difficult. 
Early in the project It was suggested that a measurement system could 
be utilised to identify the relative level of employabillty of an appli- 
cant upon entering the system and when leaving the system, the differ 
ence being the value added* This difference could then be related to 
a cost factor. The ability to obtain "before** and "after" measurements 
were Important features of the system. 

Measures must be sensitive to the services provided. This "need" led 
to a consideration of the relationships of applicant characteristics to 
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Exhibit 6-4._Perjentap of Time Spent for EISA PrQceaies 



thm value of the SESA aervices provided* If ^ for example, it could be 
dateminad that certain chavracteristids were ralated to the value 
Dbtalnad, than statlstiaal techniques could be used to develop an 
estimate of that value* Since fiSARS maintains a comprehensive listing 
of applicant characteriatlttay the two could be tied together bo that 
an agancy receives credit based directly on the characteristics of the 
aippllcants they ser^e. What ranainad to be determined was the relation- 
ship between the characteristics and the service value* If the objec- 
tive of the ES is to place applicants in Jobs which are of the greatest 
value to the individual ^ then this is a viable alternative. In effect, 
^at is important is to place those applicants into jobs which are of 
the greatest value to them at the minim™ cost to the agency. Thus the 
SESA's would serve that segment, of the labor market wherein the greatest 
return for the dollar is found. Once again this important element of 
the syst^ife finally would be dependent on the ability of the USES to 
better define its objectives. 

The assigrmienc of a value to some of the services to the applicant is 
a subjective process. Like the values for USES objectives, a panel of 
eKperts could have assigned values to specific activities and to specific 
groups of clients within activities based on their relative Importance, 
Without considering the difficulties of that task, consider for a moment 
the concept. Specific activities provided are of more value to one 
group than another and some activities of more Importance than others. 
This approach is reflected in the Resource Allocation Formulm, Credit, 
via the RAF, is given for services provided to specific groups. Since 
the RAF is a funding source, logically productivity should be measured 
in similar terms if the funding is, in fact, based on an extension of 
USES objectives* 

The selection of one technique over the other Involves more than a per- 
sonal preference. From the perspective of work measurement, productivity 
represents an increase or decrease in value, not a policy question. 
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However p the Impact of the measure must also be considered* If agencies 
attempt to Increase productivity * and their success adversely affects 
their funding, a negative incentive eKlsts, If productivity is measured 
in terms of the value added to applicants then the funding source must 
be modified to reflect this as well* 

6.6 APPLICAFT CHAHACTERISTIC DATA 

The availability of applicant characteristic data is of obvious impor- 
tance In the determination of ' the outputs of the SESA'sj since data 
must be available coincidental to the measurements of inputs* A review 
of the ESARS applicant registration card, ES 511 ^ confirmed that a 
complete profile of the applicant was obtained during the registration 
procisss. Since this form has been adopted by all states with minor 
modifications 5 a uniform tool to collect applicant characteristics is 
available, A complete list of the data items Is shown in Appendix E* 

The specific data Is obtained at the time of the initial applicant 
visit* Noraally at the close of the work day the information Is trans- 
mitted to a centralized point for input onto the ESARS computer files. 
The data base also Includes services provided to the Individual includ- 
ing testing, counseling, referrals and placements* ^us a complete 
listing exists by Individual I characteristics , services provided, 
and results of those services. This data can be accessed at several 
levels* For the purposes of this pilot test the data was obtained 
prior to transmittal to the data processing point. However, this data 
is available from monthly sumaary reports, from a 2% sample drawn at 
random over a year's period, or, on an ongoing basis directly from the 
computer . 

6,7 E^LQYER CI^t^CTERISTIC DATA 

The availability of employer characteristic data was also of Interest. 
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Generally, employer data is maintainad by each local office in manual 
files* There is no unifprm format for the collection of this data in 
USES. Ab a result, each state agency maintains data on items It feels 
are appropriate for its needs. In reviewing this data base; it was 
apparent that the accuracy of the information would be of major concern. 
The status of such factors as employer turnover rares, occupational 

needs i and size will vary^ and it is a difficult Job to maintain cur- 
rent files. Records are brought up-to--date only when visits are con^ 
ducted to the employers. Consequently * utilization of this data would 
be difficult. A system to maintain employer data in support of the 
PMS and other SESA activities is discussed in Chapter 7. 

Other data concerning the employer usage of SISA services is available 
through ESARli* Job orders placed and the status of such Job orders 
are maintained within the ESARS system. This infomatlon is readily 
available at the same points described earlier. A summary of the data 
items available is provided in AppendiK E. 

6.S METHQDQLOGY OF DATA COLLECTION 

A complete description of the methodology for data collection is pre- 
sented in Appendix F, It Is convenient here to sumnarize the approach 
for data collection and to describe the results of the pilot tests. 

The study design utilized a combination of work measurement techniques 
in order to Identify the distribution of ttoe among a variety of client 
and employer related activities. Incrraental times spent processing 
applicants were also identified In order to relate the services provided 
to the value added for the clients receiving services. The latter dF*ta 
serve as a basis for developing client values based on the services 
provided and the client characteristics. 

The study design utilized two work measurement techniques which In 
combination provide a comprehensive description of the agency activities. 

• 1x4 
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The job ticket teGhnique is client based, that is, it Is a technique 
used to measure the cimulative time expandad on specific Individuals 
as they procead through the systam* The work sampling technique on 
the other hand is utilized to measure those services which are pro- 
vided but that might not be related to a specific individual. Units 
of output are counted at specific points within the office. 

6,8*1 Input Data Collection 

The input data collection effort require a detailed structuring of 
SESA activities. This atructure, presented earlier, was coded for 
use in the study. The procedures required to utilize Job tickets ware 
quite simple* At the reception desk a-^a¥^-tlcket was attached to 
each applicant record, A cejitral log, controlled by occupational 
code, was maintained to track tickets* As seivices were provided to 
the applicant the amount of time expended was recorded. The completed 
Job tickets were picked up at the and of the measurement period. 

Soma support activities and Mployer services ware included in the 
time ladder approach rather than the Job ticket study because of 
practical operational considarations * At randomly selected tiiries 
during each day, each employaa was obeerved and the specific activity 
being conducted at that instant was recorded. The results were sum= 
marized and utilized to determine the distribution of time for these 
support activities. 

6,8.2 Output Data Collection 

The collection efforts for output data utilized both the currant report-* 
ing system for ES^S and appropriate manual points established within 
the offices. The manual collection points were established within local 
offices based on their specific Internal data collection procedures * 
Arrangements were made to obtain copies of all production reports at 
the end of each day. Since these normally weris transmitted several 
hours bafore the and of the day, adjustments ware made for work 
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provided after transmittals This wae done by adding aach pravloua 
days activity after 3^00 to that of the following day. 

In addition t speeifie count points along the flow of activity were 
established for other workload items. Count points were required 
because a time lag eKlsted between the work performed and the count. 
^ example of this Is the relationship between placements and place^ 
ment counts. Normally , placraents accomplished are not verified until 
the following Monday » the normal start time. Thus, a special count 
had to be established for this data. This ttoe lag will create a pro- 
blem in implementing the FMB, unless a procedure Is used to normalize 
these counts or they are accepted on a delayed basis, 

6.8,3 Calculation of Value Added 

A long term study objective Is to develop a historically valid means of 
calculating the value added for SESA services (described in the next 
chapter). However, for the purposes of the pilot studies a subjective 
means of calciilatlng the value was utilised ^ The technique used 
established a value for each service based on the applicant need for 
that service* For example, an applicant with a high school education 
has less need for service than one who does not have that education. 
Also 4 an Interview is of more benefit to a new applicant than to the 
renewal or the active applicant. As an extension of this concept, a 
scale was established for the applicant services using * for this demon- 
stration* a range of 0 to 10* This scale is shown in Exhibit 6-^5, on 
the following page. 

The initial value assigned for each applicant was determined by utilizln 
the ESARS data collected for each applicant, Eor example, when an actlv 
applicant, a high school gradudate, came into the office and was referre! 
but not placed, the office earned 1 point, When a new applicant with an 
eight grade education was registered and referred but not placed, the 
office earned 4 points- 
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The productivity for the applicant process is, thens the ratio of value 

earned to the effort expended in minutes, Racall that productivity is 

OUTPUTS ^ and performance is CimMT PRODUCTIVITY 
INPUTS BASE PERIOD PRODUCTIVITY 

Performanca was measured over a three day period utilising this approach. 
The measurements were made at a large and small office within one stata 
and two mediimi sized offices in a second state. Utilising the first 
day as the base periods productivity was shown as follows i 



Base Period Productivity Index ,239 

Second Day Productivity Index ,353 

Third Day Productivity Index .301 

Performance, Base Period 100 

Performance s Second Day 148 

Perfomancaj Third Day 126 



The results of the pilot study are shown in Exhibit 6-6. Since the 
period examined was too short to be significants further details are 
omitted. The pilot study results document that different levels of 
.pervice are required for particular groups of clients. The study was 
made at two similarly sized offices within one state who were serving 
a somewhat different client set* This hypothesis was tested for several 
classifications. These results in Average Amount of Service Time Pro- 
vlded are shown in Exhibit 6-6* 
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CLASSIFICATION 


AVEMGE SERVICE 
TIME 


N 


UI RECIPIENTS 
NON UI RECIPIENTS 


22,33 
25*01 


79 
73 


TWUlLE 


24,84 
22,87 


82 
72 


APPLICANT REFERRED 
^PLICANT NOT REFEERm 


24.62 
22.82 


86 
68 


raiTE 
BLACK 


24,13 
24,38 


47 
100 


NEW REGISTRANT 

RENTAL 

ACTIVE 


25,75 
22*65 
22,71 


64 
46 
42 

. _ 



Exhibit 6-6. Avarage aarvleB TJae by Salected Classification 
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It is important to recognize that this data was coilected over a rela- 
tively short period and is not conclusive but it does demonstrate that 
the mix of applicants can affect the resources required by the agency 
to deal with them and, correspondingly * the productivity* 

The amount of non— productive time observed in the pilot offices varied 
in direct proportion to the amount of time spent with each applicant* 
This in all li^^ellhood would also affect performance and quality of 
service to the public. 

Although the study durations were eKtremely shorty (only 2 to 3 days 
per office studied) the results demonstrated the viability of the 
technique. These results suggest that further more comprehensive 
studies must be performed and evaluated in order to validate or discredit 
these preliminary results. 
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7,0 REQUIREMENTS FOR PMS mPLB^NTATIQN 



We have discussed tha developmant of tha PMS and the results of the 
feasibility tests* 'Hie concept of value added atands as a major alament 
which requires further developments Tha subjective system used for 
establishing a value for test SESA outputs was arbitrary and interpret 
tive and not necessarily reprasentative of the desired value. 

Other PMS option considerations to be addressed prior to implementation 
are discussed In this chapter. Included in the discussions within 
this chapter are the development of a data base and an experimental 
design to Identify the specific values of SESA outputs for both the 
employer and the applicant. The anticipated results, the development 
of an employer record system, the feasibility of automation j and 
applications for the PMS are also discussed, 

7,1 DATA BASE DEVELOPMENT 

The determination of an empirical value added to applicants or employers 
as a result of services provided by the SESA's requires the construction 
of a data base of potentially significant variables. These can be 
separated into six areas^=amployer characteristles , applicant charac- 
teristics ^ agency characteristics, agency costs, agency level of 
services s and agency unit times for services* Variables of interest 
within these classifications are presented below. 

7*1.1 Employer Characteristics 

Little if any data is available currently concerning employer charac- 
teristics that might be of value to this study. If value is added 
to an employer then it can be attributed to one or more of the following 
areas. First, the employer requires a smalleif staff or capital outlay 
for handling personnel matters. Second ^ the employer realizes greater 
productivity through a reduction in turnover rate. Third, the employer 
has a reduced unemployment insurance rate through better planning 
and reduced lay-offs. These and other less apparent employer benefits 
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are difficult to quantify* In the modal construction, it is desirable 
to identify thoie employer characteristics which might affect the value 
of Services provided by the Employment Service, Within this framework, 
cost related variables are dependent variables, "niose related to 
employer or client characteristics are Independent variables* The 
independent variables are hypothesized and their significance can be 
determined by multivariate analyses* Such significance could be 
established by eKaminlng data collected from 20 local offices over a 
30 day period* 

Those deemed to be significant are discussed below. 

Employer Size * This variable shows the si^e of the 
employer at the particular location served by the 
ES* Many small employers would lack the staff In- 
house to perform ES related services. These employers 
would be more likely to utilise the ES or outside 
placement agencies to supplement their own staff. 

- Distributioti of Worker Skills . This variable shows 
the class of worker utilized by the employer. The 
ES is thought to provide services more to a segment 
of the labor market* Unskilled or semi-skilled 
workers are the more coTOaon class of labor available 
through ES to an employerj thus the employer utilizing 
these workers would be better served by the ES* 

- Migrant Workers . This variable Is similar to E^. 
Employers utilizing migrant workers would be more 
dependent upon the ES to provide workers. 

E, ^ Seasonal Workers* This variable is similar to E„ - 
4 ^ ^ 2 

Employers utlliElng seasonal workers would be more 
dependent upon the ES to provide workers * 
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^Ign Affiliation # This variabla would measure the 
degree of union affillatlDn within an emplayer's 
work force* An organlgatlon totally unionizad would 
have leiS need for IS sery^lcas since much of the hiring 
would ba done through the anion hiring hall. 

Turnover Rate . This variable measurea the actual 
turnover rate of an employer regardless of causa. 
An employer In a traditionally high turnover Industry 
classification might have a greater need for ES 
saiv^iees * 

Quit Rate * This variabla la a aubclasslficatlon 
of E , to employer eacperlanclng an abnormally 
high quit rate might have a greater need for ES 
services , 

Organiz a t iona 1 S t ruct u r e , This variabla idantifles 
the type of organliation* Establishing the relation- 
ship batwaan the organisational structure and the 
value of services would require "typing" organisational 
structures into specific categories . 

Govemmant Contract Work * This variable would 
maasura the extent to which an employer is dependent 
upon government contract work and thus subject to 
the Mndatory listing requirements, 

years in Business . This variable measures the number 
of years an employer has been in business and is 
then indirectly a measure of the maturity of the 
organisational structure* An older organisation 
might be less dependant upon outside asalatance. 
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Standard Industry Clagslflcatlon . Many industries 
historically have a graater use for the 1S# Rastau- 
rants and hotel industries are hea^ usars while highly 
technical classifications are less dapendent. 

Ratio of Parsonnal Staff t_Q_TQtal Employers . This 
ratio measures indirectly tha axtant to which an 
employar is dapandant upon ES and outside agencies 
for parsonnel services^ 

Proximity to ES Local Office . This variable measures 
the dasirability of an employer from the perspective 
of applicant* The graater the distance from the 
local office J the less favorably Job opportunities 
will be viewed by applicants who are generally from 
the Immediate ES local office area, 

7*1*2 Applicant Characteristics 

A vast amount of data concerning the applicant is readily available 
through ESARS. The value added to an applicant can be defined through 
increased earnings as a result of a better placement or reduced duration 
of unemployment. Such changes can be measured. However , it would be 
unrealistic to attempt to measure this value for each applicant or 
even to attempt to measure this value for a sample of applicants on 
a regular basis. Rather^ if a relationship can be established between 
Che characteristics of an applicant and the value added as a result 
of ES services performed ^ holding constant such things as quality , this 
would then become a basis for estimation of the value added in the PMS, 
We discuss below the many applicant variables and some of the reasons 
they might be significant* 

" Applicant Type , This variable identifies tha classifi- 
cation of the applicant p A fully registered applicant 
is more likely to benefit from IS services than a partial 
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ragiatrant* A renewal will not receiva tha attan^ 
tion of a naw applicant and, as a result, it is 
likely that changes in intarests and □bjectives 
will, not be accurataly Idantlfied, 

_Sex # Cartain programs available through SS are direetad 
at femala applicants making it likely that tha valua of 
sarvlcas receivad from tha program is graatar for womeii 
than for men* 

Again certain prpgrams ara availabla for youth 
groups. Also it is likely that oldar workars might 
raceiva greater benefits from specific services avail— 
able to tham. 

Military , Again cartain programs are availabla for 
veterans which can graatly anhance thair job oppor^ 
tunities* 

Citizenship * Specific program raquiremants maka the 
processing of aliens mora difficult. It Is likely 
that ES eenrlces are of less value to non-citizens* 

Dependents . Tha provisions of the ES program calling 
for referral of appllcan,!^ to non^SlSA services such 
as ATOC, child care services , and others make the 
services available of possible graatar value. 

Applicant Tool^ and/or Licenses * l^is characteristic 
makes an applicant easier to places since a larger 
number of job opportunities are available. 

Relocate . This characteristic as A^ above affects the 
ability of ES to place an applicant* 



97 



kg - Union Membar . An ES registrant who is a union member 
has a more rastricted Job market available to him. 
Furtharj his union affiliation makas it lass likely 
that ha will avail himself of the aervlcas available 
to him through tha ES, 

= Education . This variable is thought to be inversely 
proportional to the value of ES servloes* The higher 
the education level , tha less likely that ES services 
would be of value or would be utilized by the applicant. 

A^^ - Special, Schooling . This variable measures technical 

schooling. The applicant with this background is more 
job ready and will benefit less from ES services. 

A^^ = Occupational Classification . This variable is recognized 
as a significant factor in determination of ES services. 

7.1.3 Agency Characteristics 

Other Important data concerning the agency operating procedures and 
characteristics are readily available with a minimmn of effort. We discuss 
below some of the more important agency variables and some of the reasons 
they might be significants 

« Unem^lo^TOent Rate . This variable has obvious importance in 
the ability of the agency to place applicants. It could ^ in 
fact, change temporarily the objectives of an agency from one 
of placement to onej at least partially, of counseling 
applicants to the current economic situation. 

= Computerized Job Matching . This variable can have a sig- 
nificant Impact on the amount of service time required and 
the expected outcome of those services. 
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Private Market, IpteCTediarles ^ This variable can have a 
algnlficant impact on the damand for IS services in 
certain occupational categories, 

7*1*4 Cost Data 

Cost data is readily available through the Cost Accounting System. 
The data is available by major activity code, for example , the coat per 
man year for Coimunity Services* These figures represent, however , a 
level of aggregation which may not be desirable* It has been suggested 
by Englander that it may be more appropriate to determine the cost on 
an individual basis reflecting the classification, the grade levels and 
experience for employees in each office or even for each client processed. 
While comparisons on a local basis could benefit the states it is 
questionable whether this level of detail would be of benefit for national 
comparisons • 

The Cost Accounting System Reports 61 ^ 92 and 96 are required to compute 
the average daily cost for a particular type of funded activity* The 
cost per man=year is equal to the Total Funded Costs (personal services 
and annual leave taken divided by the number of man^years paid , ) How- 
eveifs this calculation cmnot be directly obtained using the information 
available* Instead, cost per ^n-^year can be calculated using the 
information contained in these reports by annualizing the average daily 
cost per position. To obtain the average daily cost per position, the 
monthly cost per position must first be compared using Reports 61, 92 
and 96. 

7-1*5 Ag^en^ Level of Service Data 

The level of service provided to each applicant or employer is signi- 
ficant if a correct service value is to be ascribed. Data describing 
the amoimt of sarvtce can be utilized to determine if a relationship 
exists between that and the value added to the client. For example, 
a relationship between the number of referrals for an applicant and the 
value of that placement would be highly significant* 

Inglander^ Ph.D.s Qp . Ci t . 
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To Identify such a ralatioiishlpy data on the level of service by 
individual applicant or amplpyer would be required. This data is 
available through the ESARS system* Each contact with an applicant 
is reported on ES-516 and input into ESARS, The data on this form 
includes testings counseling, referrals ^ job development contacts 
and other data including the specific job order to which the applicant 
is referred* 

Taken together with the specific amount of time spend with an applicant, 
the data above provides a comprehensive base for regression analysis, 

7*1,6 Agency Unit Times of Service Data 

Unit times of service must be properly measured If the PMS is to be 
effective* A relationship does exist between the amount of time spent 
with a client and the results, however j the relationship is not 
linear* There exists a point of diminishing return* The testing of 
such relationships would actually be a aide benefit in the develop-^ 
ment of the value added equation* 

The pilot study confirmed the ability of a study team to collect unit 
times of service and to identify these values back to the applicant or 
employer who received the service* The job ticket technique was 
chosen for this purpose* This technique requires the attachment of a 
job ticket to each applicant registration card when the applicant enters 
the local office* As the applicant Is processed through the system^ the 
amount of time devoted to him and the service provided is recorded , 
The procedure for collecting employer unit time of service is similar 
in method, 

7*1,7 Dependent Variables 

^e dependent variables for the establishment of the value added by 
ES services can be categorized into three major areas. These Include 
the value added to the applicant ^ to the employer, and to society at 
large. In the model described ^ no attempt has been Mde to address the 
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value added outside of that which directly impacts the client since 
this is a most difficult concept to apply very broadly. However , 
value added to the applicant and to the employer appear to be suscep-^ 
tible to accurate measurement * 

^ Value Added to Applicant , There are two conmonly 
recognized values to the applicant. First ES 
sarvices provide a better job in terms of increased 
earnings s benefits ^ potentialj duration^ and other 
factors. Second, ES services result in a reduced 
duration of unemployment. Identification bf the 
reductions In the duration of imamploymenC which 
are attributable to the ES services would require 
analysis of both user and non— user groups. This is 
well beyond the scope of the experimental design for 
this study. It is argued by some that the ES mighty 
in fact J Increase unemployment durations under certain 
conditions. However j for the purposes of this design 
the duration, whether added or subtracted , will be 
assumed as i^if ormly acting on all applicants , 

The value added to the applicant will be escpressed in 

terms of the participants acquisition of a better job. 

This value expressed will be the difference in the 

wages before and after the period of unemployment. 

The starting wages are often not representative^ and 

the possibility of developing a follow-up wage report 

to establish a better base should be considered. 

Utilisation of the established values on a national 

basis would require that adjustments be made for labor 

market conditions and for area wage levels. Such 

adjustment would not be necessary during the establish- * 

ment of the value added for ES services . 
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^ Value to ^ployer * The value of IS services to the 
employer Is thought of as firsts the value of 
personnel services which would otheTOise be provided 
by the employer or performed by private agencies and 
paid for by the employer; second, the reduction in 
turnover rate which results In greater productivity; , 
and thirds reduction in une^loyment taxes through a 
lower experience rating by reducing lay-offs. Again * 
while the potential significance of the latter two 
benefits are obvious , their measurement and inclu^ 
sion are outside of the scope of the design* The 
assumption will be that these benefits are of 
relatively equal value to all employers served ^ thusj 
they will not be considered in the establishment of 
the value added to employers , 

The value of services provided to the employer will be 
measured by deteraining the expenditures by employers 
both Internally and externally for personnel services 
for both ES and non-^lS users. The value of services 
provided to an employer is equal to the total cost of 
personnel services less the amoimt actually spent by 
the employer. The total costs of personnel services 
can be determined through a survey of the expenditures 
of en^loyers who do not utillae ES. This is likely to 
be a function of many of the variables previously dis= 
cussed* The amount actually spent by the employer 
would be collected at the time that ES services are 
provided. The difference can be attributable to the 
value of ES services provided to the employer, 

7*2 EXPERIMENTAL DESIGN 

The experimental design is Intended to determine to what extent certain 
variables related to the applicant or employer affect the value of the 
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ES serviGes provided to tham and to develop a method of predicting tha 
value of services (valua added) utilizing certain basic data. This 
pradicted value added can then be utilized in the productivity modal in 
lieu of the admittadly subjeetiva value assigned for services provided 
outlined earllar* 

'^m dependant variables araj then, the values added to the applicants 
or employers J each treated separately* The independant variables are 
applicant and employer charactarlstics * agency characteristics , cost 
data^ service dataj and unit times for services data* ^e design is 
as follows I 

V + AX, + MX^+CX^ + SX, + TX^ + E 
a a al a2 z3 a 4 z 5 a 

and 

V ^ Z f A X, ^ M X_ + C Xg + S X^ -h T X^^ + E 
n m B b e7 a8 e9 alO e 

whttre t 

V and V are the matrices of the values added to the 
a a 

applicants or employers, 

X^^j^p are t:he matrices of the applicant and employer 
related chi^'^HC eristics corrasponding to the coefficients 
described belc^;, 

K and K are as trices of constants, 
a e 

A and. A are frha coefficients to be estimated for the 
a a 

applicant and amployer characteristics , 

and are the coefficients to be estimated for agency 
operation data, 

C;^ and are the coefficients to be estimated for agency 
co^ .. datas 

1,03 



and are the coefficients to be estimated for services 
provided datap 

T and T are the coefflcianta to be estimatad for the 

a e 

unit times data and 

1^ and are estimates of the residual* 

It is desirable to develop an equation from which the value added cEn 
be predicted as a fimcClon of readily available data. For example, by 
inputing the applicant's ESARS data Into the equation, tfta. value of a 
placement can be calculated. Other variables such as economic eonditioni 
can be used to adjust the value ^ or integrated into the base equation 
if this is Justified. Further, the mount of service and the unit 
times for sein^-lea will be used to adjust the values, if appropriate. 

Different outcomes will result from the analysis and these are of 
sufficient importance to merit special mention. First, consider the 
relationship of the level of service torthe value added. At what point 
does a referral result in a placement? Do more referrals increase 
placement potential or decrease it? Actually, there is probably a 
point of diminishing retum beyond which additional referrals are 
wasted. This point can be identified md, as such, could be used to 
establish procedural guidelines for local office operations. 

The second relationship of interest is that of the unit time for service 
and the value added. How much time should Ve spent with an applicant? 
Does additional time spent counseling or interviewing result in 
Increased value? Again, there is a point of diminishing return which 
can be identified through the computation of productivity, given the 
base objectives are appropriately specified. 

The third relationship is that of the characteristics of the applicant 
and the value added. Obviously, certain characteristics make an 
applicant more employable * But consideration must be given to the fact 
that the SESA's may be geared to handle the less employable primarily and 
that this is reflected in the job opportunities that are available. 
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Further p In terms of the measure of value added, the differential 
between past employment wages and current employrnent wages is likely 
Co be greater for lower wage laborers than for those in higher wage 
categories . 

ThB analysis should be conducted in all three areas, with specific 
factors controlled during certain phases.*^ For example, when testing 
for the relationships of characteristics, unit times, and level of 
service, the sample should include only individuals who have received 
the same treatment. Tests can then be easily handled through multi=- 
varlate analysis of variance. Once treatments are identified as 
significant, they can be included in the regression analysis. 

The regression analysis shQUld consider techniques to elimf ^ ^ rr,er= 
dependency and to reduce the data set where possible, Varid,aif 
regression analysis, including multiple correlations and factor 
analysis, should be considered. 

As a result of the analysis an estimator for predicting the value 
added to the applicant or, employer as a function of readily available 
characteristics will be established, 

7,3 CURRENT PHS DATA AVAILABILITY 

The Productivity Measurement System, in order to be a viable system, 
must be based on objective measures, supported by readily available 
data, and sensitive to changes over a short time period. Conceptually , 
the features are available within the system proposed, 

7,3,1 Value Added Estimates 

The concept of value added to the applicant or employer by the IS is 
one of the most significant features of the PMS, To date, the value of 
ES services has been estimated. The estimated value is a function of 
characteristics judged to be significant and of comparable value to 
the importance of that service to the client. This subjectivity is 
acceptable to demonstrate the concepts of the PMS but not acceptable if 
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USES deilres an objective system that can ba utilised for maasuramanta 
of produetivlty both internally within an agancy and excamally among 
agenctes. The davalopment of estimators of value based on the values 
of services providad to clients In the past Is a necessary part of the 
long tam developmant of the PMS. It is important to also identify 
othar benefits to USES In undertaking this task. 

The determination of the value added to an applicmt by servlca provided 
or by the amoimt of sar^ice provided could have a profound impact. 
Testing could be datarmined to have no value for specific classifications 
of applicants. The amount of counseling could be shown to reach a 
point of diminishing return. Longer referral intar^iaws could ba shoira 
to incraasa referral to placement ratios* Theses to name a few, could 
have a significant Impact on program planning, 

7,3.2 E5_Employar Rec_o_rd Systam 

Each state must of necessity maintain certain basic information on tha 
employment habits and characteristics of the employers thay serve. This 
data ranges from SIC codas ^ size, type of labor force, and location to 
informal cosmients on whom to contact, intangible benefits, and other 
significant inform *Qn. This information is generally maintained at 
the local office where the employer services originate. The files 
are maintained on a manual basis, and no systematic effort is made to 
update them. 

The Unemployment Insurance Sarvlca maintains employer files as well. ' 
These files are Mintalned in support of tha UI tax program. The 
rate at which an employer is taxed is based on his past history of lay- 
offs. Further, each employer is required to file a quarterly return 
which reflects the size of the payroll and other significant information. 
These files are noi^ially maintained at the central office on a computer 
file. 
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The establishmmt of the value added to an employer would draw heavily 
on the two data bases described above* Further, there would exist a 
need for the collection of additional data to support the model design. 
To what axtent the information required is available depends on the 
labor market selected for the study itself. 

Aa an aside, it is worthwhile to mention that one of the critical problems 
which face SESA's today is their ability to get new Job orders* Host 
offices have depended heavily on past participating employers- Their 
ability to attract new employers has depended upon their ability to 
remove the past image of the agency of handling only the lll--quall£ied, 
unskilled^ hard 'core of the labor market. Local offices lack good 
information on the employers they serve. In order to penetrate the 
employers who have shunned the ES in the past it is desirable to 
develop current and co^rehensive information describing the employers' 
needs* Computerised job matching is only as good as the ability to 
develop Job orders. If an agency would maintain current data on the 
en^loyment characteristics of the employers it serves and effectively 
utilize this data to develop Job orders, a significant increase in 
placement rates will result. 

7.4 AUTOMATED PMS 

It is obviously desirable to create a system which lends Itself to 
automation* The Productivity ^feasurement System is no exception. 
In order for the PMS to realize its full potential it must be automated* 
The PMS should be capable of generating productivity indices on a cost 
center basis each month. In this manner data will be available to 
cost center managers on a timely basis ^ and corrective action can be 
taken * 

Certain types of reports should be included in the design of an 
automated reporting system in support of the MS, (Reports should be 
provided at a cost center and agency level*) At the cost center level 
productivity ratios should be presented b&th for the current reporting 
period, (preferably monthly) and for the year to date* a sample report 
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is ahovm In Ixhibit 7-1. The report should also allow a comparison 
against the agency totals, both current and year to date. Further, in 
order to identify thm cause for variations for purposes of corrective 
action j a con^onent deviation should be provided. Hils would show the 
cause of the increase or decrease as a function of the productivity bas 
For examples if the productivity Index denominator was based on a cost 
per man-year of $10*000, but that for the current period was $11,000, 
the input component of the ratio Increased by 10%* Thus, corrective 
action to decrease costs would be Indicated, If the productivity 
Index numerator was based on an average value added per counseled 
individual of $1,000 s but the current period showed $900, the output 
component would show a decrease of 11%, ThuSj the corrective action 
Indicated might be to worm carefully screen appllcmts and counsel 
only those who will receive the greatest benefit from the service 
provided. 

Hie agency level report should provide a susEaary of all cost centers, 
A sMple report is shown in Exhibit 7-2 which would allow the 
Identification of problem areas within the cost centers. An agency 
reports similar in format to the cost center report, should also be 
provided s umma rising the productivity ratio for the entire agency. 

It is not difficult to conceptualize a PMS reporting system nor to 
recognize the value It could have for Mnagers at all levels In 
identifying the causes of productivity changes. "Hie difficulties He 
in establishing a system of data collection to support the reporting 
system. To the extent possible* this system should be tied to 
existtag systems* We discuss the components of the PMS below in light 
of the problems of automation. 

In tems of investigating the potential for automation of the PMS it is 
convenient to segregate the system into four components " the value 
added subsystem^ the output level subsystem, the costs of ES service 
subsystem, and the input level subsystem. These four subsystems would 
provide the data necessary to support the PMS. 

137 

108 





PRODUCTIVITY 


MEASURIENT B 


YOTl 




ArrLlLADTI rKutlioafiB 








OOMPOil 




COST CENTER 


AG 


INCY 


DEVIATIONS 


1 


]URRINT YIAR TO DATE 


CURRENT 


YEAR TO DATE 


INPUT OUTPUT 


OUTREACH 


1.302 1,171 


1.203 


1.301 


4.2011 ,0021 


REGISTRATION 


1,703 1.623 


1.408 


1.515 


■ .0171 hmi 


INTIVIIING 


.892 .971 


1.001 


.997 


1.7011 .0011 


CODNSELING 


L013 L118 


1. 101 


1.099 


1,1031 laoii 


TESTING 










ORIENTATION 
REFERRALS 










MLOYER PROCESSES 

1 











ExhlMt H, Sample Cost Gsnter Riport 



N 
M 
Q 



mmn 



EEGISTMTIOjl 

INTlRVIl 

COISELIHG 



mraiVITY MIASlllNT SYSTl 



COST CITIR 



1.302 LOOl J91 .911 1.003 1.413 1,101 '.8?! .977 LOOO 1.203 
.971 L813 1.111 1.091 .914 .989 ,871 1.071 L907 1.141 1.408 



40 



ExhiblE 7-2. Saniple Agency Report 



ERIC 



The "value added" subsystem would collect data on the characteristics of 
the appllcaiits and employers servad and would establish a value u tills-* 
Ing a formula that was developed through regression analysis prior to 
implementation of the system. The subsystem would only require data 
concerning eharaeteristica of those served by the ES during a preceding 
time periodp for example, a month. This data would be readily available 
through E8AR8 for the applicant processesed. and no difficulty would be 
encountered in autoimting this subsystem* However , no data collection 
system currently exists for employer characteristics. A system to 
collects maintain md update significant characteristic data for 
employers would need to be developed to support the model, perhaps 
through a revision of the job order form, 

TOe "level of output" subsystem would collect data describing the outputs 
of an office. These outputs need not be tracked by individual client in 
order to calculate the value of services provided. Rather, the total 
output units produced in each category is all that is necessary. 
Currently, output data is collected through ESARS. However, the model 
requirements would nedeaaitate some supplemental counting and reporting 
of outputs. This requirement is, again j most significant in the 
employer processes. Conceivably, the output reporting system could be 
tied to the employer records system discussed in Section 7.3.2. 

The "coat of services" subsystem currently provides data on the cost 
per man^year for personal services and support services for the agency* 
In addition, it is possible to identify the costs of specific funded 
activities for the agency. A more detailed cost of service figure 
based on the cost center of PMS activity structure is desirable. In 
order to achieve a more detailed breakdom, a revision to the current 
cost reporting system would be required. Although such a revision might 
be feasible i substantial variations in costs per man^year may not exist 
on a cost center basis and, everi if they did^ the difficulty in tracking 
them through the system would offset the gain in the sensitivity to 
the model. 
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The "iaput level" subsystem measures the utilisation of time in provid 
lag the vaflpua IS servlaes. ^Is system cannot be supported by the 
exlsttog tiwm Distributing System (TOi) , since It Is not aecurete 
enough for lise In the MS and it utilizes a broader structure. To 
support the PHS a system of time data aollection must be utilized 
which will accurately break out time expenditures according to the 
structure of the PHS. This system could be established by Imposing 
a requirement to collect time in the local offices according to the 
detailed structure. Such reporting could be Integrated into the TDS 
requirefDents and improve the accuracy of that data as well. This 
would minimize the additional reporting requirements for the state* 

Overall J the requlreTCnts to automate the PMS are realistic. Much 
remains to be done prior to actually determining the feasibility of 
automation, but it stands as a realistic and attainable goal in light 
of eKpected benefits. 
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APPENDIX A. PHOPOSED SUBACTIVITY CODE STRUCTURE 



(ALTERNATIVE VI) 



CLIENT SPECIFIC LABOR MARMT EKCl^GE FACTION 



Applicant Process Activities 

1,1*1 Outraach Activities 

l.l.l.l F^Qmotloni e«g«2 Job Fairs 

1 * 1 « 1 « 2 Advertising 

l.l.lp3 Mudatory Referral Arrangement 

1.1*1*4 CcQperative AgreeTOnt Development 

1,1,1.5 Personal Contact or Individual/Staff Outreach 



1,1,2 Intake Activities 



1.1.2.1 Initial Applicant/SESA Information Exchange 

1.1.2.2 Minority Applicant/iESA Apprenticeship Inforaatlon 
Exchange 

1,1*2,3 Referral to Non-SESA 

1,1,2,4 JIS Provision 

1*1,2,5 Scheduling for Intei^ew 



1.1.3 Diagnostic Assessment Activities 

1.1.3.1 Applicant/SESA Information EKchmge 

1.1.3.2 Job Bank/File Input (Manual) 

1.1.3.3 Job BMk/Flle Input (Automated) 

1.1.3.4 Tasting - Aptitude 

1.1.3.5 Tasting - Interest 
1*1,3,6 Testing - Achievement 
1.1*3.7 Referral, to Non-SE8A 

1.1.3.8 Cllent/BESA Sarylce Plan Development 

1.1.3.9 Sarvlca Scheduling 

1.1.4 Employablllty Davalopment Resource Mobiliiatlen Activities 



1.1.4.1 Supportive Services Resource Development 

1.1.4.2 Training Opportunity Development 

1,1,5 Ei^loyability Development Activities 

1.1.5.1 Vocational Problem Counseling 

1.1.5.2 Occupational Choice Counseling 

1.1.5.3 Group Counseling 
1.1*5.4 0 rlen t atioa 



1.1*5.5 Casaload Confereace - Staff/Client 

1.1*5,6 Caseload Confmranca Staff Only 

1,1.5*7 Arrangemant for Apprenticeship 

1,1,5,8 Arrangamant for Supportiva Servicai 

1*1*5,9 Arrangement for Training 

1.1* 5, a Assist Minority AppllcMts to Enter Apprantiae*- 

ship Programs 

l*l*5,b Follow-Up 

1*2 Ea^loyar Process Activitlas 

1.2.1 Employer Outreach Activities 

1.2*1,1 Advartising 

1.2.1.2 Promotion - Non-Staff 

1.2.1.3 Promotion - Staff Contact 

1.2.1.4 Cooparativa Arrangemaut Development 

1.2.2 Voluntai^ Order Solieitation Activities 

1.2.2.1 Employer On-Sica Visits 

1.2.2.2 Phone Solicitation 

1.2.2.3 Mail iQlicitation 

1.2.3 Mmdatoiy Listing Activities 

1.2.3.1 MMdatory Listing Compliance Investigation 

1.2.3.2 Receipt and Review of Employer Lists 

1.2.3.3 Receipt md Analysis of Employer Reports 

1.2.3.4 Ei^loyer On-Site Solicitation/Enf orc^ant 

1.2.3.5 Phone Solicitation/Enforeement 

1.2.3.6 Mall Solicitation/Enforcement 

1.2.4 Job Creation Activities 

1.2. 4.1 Employer Contact 

1.2.4.2 Job Restructuring 

1.2.4.3 Job Requirement Modification 

1.2.4.4 Altering Job Benefits and Conditions 

1.2.4.5 Subsidised Job Development 

1.2.4.6 Financial Incentive Job Davelopment 

1.2.5 Fam Labor Employer Activities 

1,2.5.1 Initial SESA/Fam Labor Contractor (PLC) Information 
EKchwge 

1,2,5-2 Issue Fom to Fill for Registration 

1.2.5.3 Transit Registration Fom to Employment Standards 
Atoinlst ration (ESA) 

1.2.5.4 Write PLC Job Order 
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1.2.6 Available Job Identification Activitias 

1.2.6.1 Ravlaw of Classified AdSj Trada Journalss CBC 
AnnDUncemanta , ate, 

1.2.6.2 Agancy Aasoclationj ate, ^ Contact 

1.2.7 Client Specific Job Order Solicitation Activities 

1.2.7.1 iD^loyar On-Site Visits 

1.2.7.2 PhoM Solicitation 

1.2.8 Ordar Taking Activitias 

1.2.8.1 Central Order Taking 

1.2.8.2 Solicitation Ordar T^ing 

1.2.8.3 Job Bank Input - Manual 

— 1,2.8.4 Job Ba:^ Input ^ Autoinaced 

1*2,9 Isployar Tachnical Assistance Activitiaa 

1„2,9,1 Work Force Selection Asslst^ce 

1.2.9.2 Work Force Development Assistance 

1.2.9.3 Work Force Utilisation Assistance 

1.2.9.4 Work Force Stabilization Assistance 
1,2,9*5 Hiring Policy Assistmca 

1.2.9.6 Job Specification Assistance 

1.2.9.7 Fimctional Job Analysis Assistance 

1.2.9.8 Identifying Training And Tasting Needs 
1.2*9,9 EEO Compliance Information Provision 
1,2, 9, a Affirmative Action Plan Development 



1,3 Job Matching Process Activities 



1,3.1 Job Hatching Activities 

1.3.1.1 Client File Search 

1.3.1.2 Job File Search 

1.3.1.3 Match Salactlon 

1.3.1.4 Client Call-in 

1.3.1.5 Selection Interview 

1.3.1.6 Clearance for Job Referral 
1,3*1,7 Job Interview Scheduling 

1.3.1.8 Referral to Job Opening 

1.3.1.9 Clirat Job Interview Support Visit 



1.3*2 Veriflcatlon/Follow-Up Activities 

1.3.2.1 Job Placement Vurlflcatlon/Follow-Up 

1.3.2.2 Employer /Applicant Support 
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2.0 NON-CLIENT SPECIFIC L^OR MARKET EXCl^GE FUNCTIONS 



InformatlQn Development Process Activities 

2.1.1 Labor Market Information (Ltfl) Activity 

2.1*1,1 Develop and Disseminata LMI for Applicants/ 
Public 

2,1,1,2 Develop and Disseminata JMl for aaployars/ 
Indus 

2,1*1.3 Develop and Disseminate WLl for Other Agencies 

2,1,1.4 Provide on Request Special LMI 

2.1.2 Farm Labor Wage Survey Activities 

2.1.2.1 Conduct ^ricultural Wage Survey by Crop 

2.1.2.2 Convey Wage Levels to Applicants 

2.1.2.3 Publish Finding as Wage Standard by Crop 



3.0 NON-L^OR MARi^T EXOTMGE ACTIVITIES 

3.1 Protection Process Activities 



3.1.1 Employee (Applicant) Protection Activities 

3.1.1.1 Publish SISA Employee Protection Services 

3.1.1.2 Accept Employee Complaints 

3.1.1.3 Resolve SESA Service Complaints 

3.1.1.4 Refer Employee Complaints to Appropriate Agency 
3.1.1*5 Follow-Up Resolution of Complaints 

3.1.2 Farm Labor (Applicant) Protection Activities 

3*1.2,1 Review Job Orders for Wage Level, Working 

Conditions J Housing Standards Compliance 
3.1,2,2 Verify Compliance with Random On-Site Visits 

3.1.3 Employer Complaint Activities 

3*1.3.1 Accept Employer Complaints Regarding SESA 
Services 

3*1.3*2 Review Employer Complaints 
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3.2 Other Legislatively Mmdatad Process Activities 

3,2 tl Foreign Trade Act; Activities (Applicant) 

3«2.1,1 Collect Data on XL^ on Firms/Unions Adversely 
Affected by Trade Act 

3.2.1.2 Determine Applicant Eligibility for Job Search/ 
Relocation Allowances 

3.2.1.3 Screen Applicants 

3.2.1.4 Refer Applicants to UI 

3.2.2 I^^grat ion/Alien Certification Activities <^.,^ency) 

3.2.2.1 Receive Requests for Information Requested on 
Occupations Sought to be Filled by Iimigrants 

3.2.2.2 Conduct Survey of Domestic Worker Availability 

3.2.2.3 Determine Fotential Domestic Worker Adverse 
Effect 

3.2.2.4 Certify Alien Application 

3.2.3 Learner Certification Activity (Agency) 

3.2.3.1 Collect Data for ESA on EKperienced Worker 
Av^lability by Occupation and Industry 

3.2.3.2 Determine "Learner" Availability 

3.2.3.3 Supply Certification Information 

3.2.4 Defense Mmpower Policy Issuance #4 Activities (Agency) 

3.2.4.1 Identify High Unemployment Areas Under DOT #4 

3.2.4.2 Publish List of DOT #4 Eligibility Areas 

3.2.4.3 Initial ES/DOT #4 Employer Contact (Hall) 

3.2.4.4 Initial ES/DOT #4 Employer Contact (Personal) 

3.2.4.5 Review Preference Application 

3.2.4.6 Issue Preference Certification 

3.2.4.7 Review DOT #4 Employer "Hire" Reports 

3.2.4.8 Notify Defense Contract Agency and Non--Compllanc€ 
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{ALTiNATiVE III m ALTE^MIVE IV) 



fimTlHG TIHE DISTRIBUT ION GODES (DETAIL BAl) (ALTERNATIVI III) 
(311) km 



Includii all tim\ 

« spenE mMM Iml offices, in^lyding initial contact and 
follow-upi tg tm\\ and bring into local offkis individuali 
vliu dQ mt torn on thoLf own InitlativB but who require 
iiyiibndi |g hnm eiployablil 

- spent ridclving Individuals who qoffli Into Ipeal offlgis, 
yilng prsllfliinary judgeiLnta ai ^o the services neededp and 
arranglnf; lor and scheduUni swicis within the offiGis; 

« Hpynt In Initial or lubpequent ln£ervlewln| of fa|liEirid| 
pnrtiaily rogt^fird and non^rdgistgrid perisni to datiniini 
their m:cds for oEploynient lervieeii includini eofflpletini 
m Qt updating forniQr appUcatioui and rely tad foroa, and 
ryferriiiy appllcintN to Appropriati grpnigitional unlti 
afld/gf oEhar agnnoioi for neceEgary lorvlogs, (doei not 
locludc SQ lection tnrervit'wlng rilatod to pnloyiiienc which 
li part of the definition of Code J31| Eniplopent); 

^ ipgnt on siiscillanoQUS actlvitlli rdlatid to hUhf such 
as answering tilephune yallsj foferfing la oCher apEiciei 
parsons viho are not iioking isipkyQi^nt BervlaaSj givlni out 
bmhiiriiyi and uiher p iiitid m^tyrialBi and parfdniiini 
ethyl yjrk that invoivyi liicld^atil eontacti with tliy pyblie, 



mm mmtm mm cddes (ai™ative iv) 

(1111) putriieh AetivlUij 

EnEliides ill tlEe spint outildi lo£fll offices, including initial 
cuntaqt and fDllow-up, to reach and bring into local offlQes Indi- 
viduali vhs dp not mm an thiir m IniEiative but vhe tiquire * 
aislitauci to bico^o enployiblii 

(5112) RiCiptlQ^Agttvitiei 



Innluflai ill tiffii ipent ricilvlni iniividyils who cobiI Into local 
offices, making preliffllnary judpiueati p to the yiMcii nerdodj 
and artangini for and scheduUni lervicii vlEhln the offlcis. 

(1113) Intdrvtiwing 

• 

Includes all tinie ipint in Initial or suhiequent Intirvleying of 
ri^latergdi partially registered and nQn-re|iitered per^oni to 
detefraini their niids for cttipldyjnent aervkii^ including couple ting 
nev or updating fonnif spplicationi and felitod fsraii and re- 
ferring anpUcanti Co appropriate grganizatlanal unlti and/or 
othir aginclea for neceiiary §irvlci§, (does not include seledtlun 
InEef viewing rilatid to iinploysient which Is Code 3311, iilectlon 
Intyrvit-ving)* * 

(llW) Hisqeilanepue Intake Actl vltiji 

Ineludgi all tiii ipint on ^iicdla^iepyi activities related to 
Intakij iuch ai apit'aflng telaphone calls , referring to othir 
Igincien personi who are not seeking tiaploymt sefvicii, |lvlng 
out brgchureij and ether printed fflatgrifilij and perfonfJni other 
work that invoivei inddintal eantacts with the public. 
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APFETOi. lEUTlOiiSHlr OF jnSIlNG TIHE CISTjlBllTlON DETAIL EM 
AND PRQFOEED MWM BCT CQDEi 

(ALTEiATlVl III m ALTERNATIVE IV) 



mmm m DiswiiiJTio:^ coBEi (detail b^nd) (alteehative iii) 



mmm mmmi band codes (alteinative iv) 



(512) Couniillng 



hdd%i all iliii apist in C5y{iiiUn| isdivldyili or impi^ 
and sucli t%lmi aeElvItles as reosrilng ktmim, fevkwin^ 
iiid aiialyzini isfpfumtion on coynaillng mUt inUrpriiin| 
im r^iulCi, irraniing for ind referrifli {§ iuppoftivi syrviEii, 
wliidi incUiIti QQichlflii M m neciiiiry Id mm liple- 
idnuUci! Of Ehe iiployabUlty divelopsent pliti ind foUow-up 
ic^LviEiiS Id d^CMlng ihe pfapiai i^da by ^ounieliii In 
achieving their plflnnid objectives* 



(5121) Singfal eQuaiilin^ Aetlvittii 

Indudii ill tliE spent in EQuniiling individusli fir ifoupi, and 
m\i filaUd aetivitlei is nmii% intirviivij riviiwln| ind 
analyzini infoPiUss sn coiiniiling ea^ei, arEanginy for and fi- 
finlflg to auppQrtivi iifvlcii, yhiEh Indydii esiehini, that 
ire necossary to liiuri iiapkiiiinEitlon of the eiployabiliEy 
develepBent pUn and fQlloy-up aQtivitiii to ^iEfflini ttii pro* 
itm iidi by enuniiiiii in leMivini thiif planned flbjietlvei* 

[mi] Inticpfetin^ Te§t Reiultl 

in§ludii all tlEi ipint in interpreting tiat figults. 



(313) 



Includis all tiaa ipent In scheduUngj adiiBiiiirinii lonitofinii 
and scoring teiti or yerk saspli exerciiis, preparini riperti of 
tilt reiulli or unit activity^ and iaintainin| rilitid lilii. 
Alio inQlydii tine spent adviilng K itaff ai will as isiployeri 
fin mih tMt^i tichniquei and rilitid iittefii 



(514) Other 



Ifldludas all ilii ipent on aiher asiisisani-^rilated ictlvitliii 
iuoh as ^asi CDnfetenei tDiiting tin (with or vithsut the ellint 
bulni priiint) and in divilgpini ifflplsyibiUty plani (ifflpt 
cdunselini per it bityiin thl CQynislor and the oliini); and 
yrientailoni viliEh ii deilgned gineraiiy to provide undirstandlni 
of thosi attributes^ other than job skillsi required to lit and 
hold i job and U mmll^ Qondygtid vlth gfoupi and esveri 
audi loattfri ii pirsonal appiaranee and healthy priparation 
of job applleailon ind rolatid forasi job hunting tichnjqyeij 
wafji and tm^i and iiiilar ialters qI iispioywt rilitid 
mcirni Alio inaiudQs tiai ipent in i?sup Interviirini for 
the purpose o| helping job riady applieonta and such spedal 
groups u condidatis for the luiier youth proiraii to relate 
their ikiUs to ihii job miUU 



im) imim 

includes all m iplflt in iehidulini, idilnii tiring j isnitoringj 
and lesfini Eisti or work sainpli iJtercliesi pripirini riports.of 
tost reoulta or unit actlvltvi and saintaining rilited fileo. Alio 
indudes ilii ipint advlfiini 11 staff as will ai iiployiri on 
tiatSi teitini tidhnlquei and tilited Bittersi 

(3U1) Caii Cedfiren^e Heitinp 

Iniludii all tim ipint on caaa conference leilinp (ylth or without 
the client bling prisint). 

[M] DevilO!? EffiplBvablllty Flani 

Includei all tile ipint in developlni liployabillty plani [m^l 
counseling pirji bitviin thi CQuniilor and ihi). ' 

(Slil) Rroup Orientation - 

Indudii ill tine spent in arlintltion vhlch ii deiiinid generally 
to provide underitandini of (hoii attributes, other than job gkiUs, 
fiquired to get and hold a job ind ii nomally aonduitid with groups^ 
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flrty (CBniinuid) 




(531) faplpy iagR^ 

f : ^^^^^^^^^^^^^ 

^""i""™. file ialn«„a«i iv - ;f 
mmrk,A I ' P-'i'^ins inp"E for 



^^ilii tfl tk job aarki ' their 



' - trilnlni sppofEunJiiy, 




miiliij, ^ """"•*!«""■(« jBjiiss III 




toiiop„,«, Plan vS f 
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APPENDIX I. MjlLEMPUlH E PleTIIiOTION OETML BAND 

M mm m mmi limm 



'EtlSTING TIHl DliTRtHOTTdN 



I'lvi m Ai mmmn iv) 
MiyiUiHTffiM ' PROPOSED mm m m 



I ly) 



Eft^eyienE (Ceatinyid) 



(5313) Jolj lank 



Inelydei all tim gpint for Hiitiga gf joy jjijj 
pa«iclpfinti by Mini ofi reviiw of MipuCifliid job 
lank and job MMn iysteis snd all ethir mim 
of inforB4Elofl sn isjieting Vicincloi; cmtacting mt 
proflEwklni Qiaployfirs fof psisibli vawnciis, or 
positlens in theif estabiiiliMnti, ilthir m ilmt 
Miyes 01 for OJT opinlnpi fsilliafiilng m^mm 
with the tax ergdit prsvlsloni of the RevoBUi Aet of 
W?l for m pfltEleipanEs, 

MaOi Indudoi tiie divotgd ta rififrini pirtidpanti to 
spticlfie \ohi and fsUsw-up actions includini Macliin| 
W mm Stttiifaetory adjyitienE or prg|tBii in Job, 

^^W) Jab Egyeiopffiynt, PlaEininE and Fsllow-Up - W-m 

iMludes ail tiia ipcnt for eriatisn of Jobs for m 
patEieipanti by Eyini of I feviitf of MmputiriMd Job link 
and Job flilehlng Iptm and ail othit laureii sf infoM- 
tioii on mmn vmmm\ mmki pubUe or nan. 
pteflt orpiiiiations for devilapiinE af phlk iirvigi 
imployaent opporiunl£iii| mm other federally=fundid 
ptograiii for poialble ixiiting or potential viMnclee. 

Alio includii tlM divotid CO rgfarrlng partieipanta to 
ipiciflE job and follow-yp asilons including coaching eo 
mm iitisfafitflfy adjuiEient or proiresi in job, m 
riipecE [Q Ehi m Prog™, this will Ineiydi tim divotid 
to the senl^annyi fiviiw of lach PSE iiployge, 



Includii lims divotid {a prapirlng input for eofflputerliid Jab 
Sinki and Job Hatching iyitisi. " 

Job HsvilopBent, Piaeaaent, and M]m,]]^ . m,f\w 

Iwludii all tim spont far criatlan of jsbi for VIH partici- 
pants by aeanl of: riview of MEpuiiriiid Job lank aad Job 
HKchini eyateis and all other iiMraii of iflfsriatian an iristlng 
vacaneiis; eantaetini; pfofitMking iiplBygri far poisibls 
vscanclai or niw poiltlons In thiir iitabliihiinti, lithar ai 
d MCt.hlreM or for OJT apiningsi firalUarliing iiplgvera with 
EhQ Cajf crdlE provlilani of thi livinui Act of l^jl for m 
participants, 

Alio inaludas tl«i divotad to riferring partlclpinta ta ipicific 
jo i and fongw.yp actiani including coaching ta aisurs satisfactory 
sdjustMnE or progriss in job, - -- ; 



f^Ml) Job Dqviloiiiiietit, Plactaant and Follntj^np ■ tji|j.gg| 

iMlydii lU Elis spent for creation of johi far m participants 
by leans ofi riviiB of eBipytgriied Job Bank and Job Hitehlni 
%ate»i and all athir sources of inforsition on exiiting vacancies; 
sontacting public or non-profit organisations for divilopient of " 
public isrvlce iBpioyBint opportynitlgs; eontiet other fideralli. 
funded program far poisible Klitlni or potinElal vacancies. ] 

Also includeHlii devated to rsfirrlni partlcipantB eo specific 
jo and fol]e«=up actions including coaching to lisuri iitlifactsry 
a usiigjt or progrisi in job. With reapict to the Pil Pro|rai, 
thii will include tim diveted to thi seil^innusl revlw of each 
m ifflpioysi, 
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mm h iimimm of ExiiTiNO tihe mnmim DmiL sand 

(ALTERNATIVI III m MTHNATIVI IV) 



(534) Ferlodic fapoiuri go ihi Job MM 

Inciudis all tim spint by 11 staff at ihi SUti and 
Is^al iiviii In qiUing Is on i rQ|ulir bailg those 
tflH participonti, whs hm appraiied but who an 
net hdini iin/id in any other TO gerapongnti and ixpoilni 
thiffl to labor mthi Inferistisn in in atiaspt te iitrt 
thair ikllli with Jsb spitiing, 

(550) Mlgyj^ jfld Caiiniunitj Jgrvlgii (Inclydis Csdii 5il thrsuih 554) 

(Ml) topbyer and ynion Imim 

Indudeg tiie ipant in dlvikplni and salataining mUAi 
with efflployiraj including lEployii and union orpniEaEiani, 
Thli includes personal, tihphangj of yail conEaqti of a 
peral pmDtionil naturg to dgvalop Job opppfiunltlii 
for ill applicant groups or is prolate iqaiptaiici of or 
parCicipaliofl in special iinprnr prDgrinSi 

(552) Isiployaf Iklinical iMm 

Inqludii all tim spint in provldin| adviai or aiiiitanii 
to till eBiplQ)?iF, coMunity and other govirwiit aginglig 
in ihi idcntlfkatisni ilkvlatioRi or rgeoiiitidn of i§n= 
powif pfdblenii In ihi area of work km silictionj 
devilcipgierit, utllllationj and itubilliatlgni Mis indydii 
ire tha y^e of tools and tichnlquig for pfOvidlng aiaiitanci 
on hJrifl| polidii; devilopinint of job ipecifieaWons and 
related Biaterlali; conducting job analyseij job reitrueturini 
and up§radlng itudiyi; idontlfyiiig trainin| and listing niida; 
pfovidlng lahor market infoniation; lfllirpritin| sinpswir 
tachnical iirvk^^i 



mm wmm. im copes (altehnative ly) 



Pirlodle Ixpasuri to the Job Harkit 

Ineludii ill tlse ipgfit by EE itiff at the UM M local liveli 
in calling in on a rQgular bails thoii WIN participinii, who 
kn biin appraised but who are not biing servid in any other k'lN 
cssponint. and e^QSlog theg to labor Birket Inforiatlpn in la i 
attifflpt to muh tkU skllli with job opiningi 



and tinioh iifvicei 



Includei tisi spent in developing and ffialntiiain| eantiets with 
aiployirSj includini iiploypf union orpui^a'tions, Thli In- 
cludei pirional, telephoni, or sail Qontaeta of a genaril pro- 
motional nature to davelgp job opportunities for all applicant 
pQupi or to pfOiiigti ecciptance of or piftidpitien in special 
rapflwer pfogfiiii 

(3321) liplflyir Techiiical jefvices 

InQludep ill tlie spent in providini idvki or asiistince to thl' 
lapioyerj coiiiiiiynity and other |gveriieat agencies In thi idanti* 
ficatioiii allyvlatlonj or regolutisn of Mpowif probkii in the 
iry of work EofQi lelecEioni devdopBent, utlliiatlsn, and 
atablliEaiion. Alia inclyded are the use of tooli and techniquis 
for providini assiitance on hlfing policlis; develppiunt of job 
ipeciflcations and related laterlals; conducting job anilys«iH, 
Job fistfucturini and upgrading itudiis; identlfyln| tralnini mi 
lestlni nyids; providing labor niarkiL inforEitlon; inierpretini 
lanpdwir ti^hni^al girviciSi 
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APPlrai. RILATIONSHIP OF EXK TlHi ; riHE PiSTHIflliTlOH SETAIL BAND 
AND mfOm IIJBDETA IL BAl mil 

(AlTiNATWl III AND ALTEKNATIVE IV) 

mim TiHi DUTBiat ios' mB (dwail BANDi (AifMNATivE 1111 pMpoEED EyiDiTAiL m mu 



IV) 



153 



(553) lanlgrailofl ActlviEliB 

(554) Cmunity ^ervkii 

ImMm all tim spgflE on ih fBllswlii| i^lvltiii; 

■ Siisuhting eoiiunlty mim tovird isMn| siipQi^eif 
prabli^iBi which hlndif aaxlmuE diveiepaini and uie of 

* i\^5isLln§ In Industrial and mmk imb^mU of 
cyiiiiiUnUldi, 

* EiEaWiihini a eon[inyln| ind dgvelopasinEil worklni rl- 
Uclonihlp with eymnity mim. iroups, Job Csrpi, eduei* 
tlgnil IniLiEiiUdni, vocaCipnal rihafeiliEqElsnj and otkt 
comniEy apndgi or groups* 

- Training sthir |svemgntalj acclili and eoiiuniiy 
egeney per^onnul In thi prDgram and opafaElsns af Ehi 

- Priiiftilng inforiation or propQiing Manpower agtioni to 
eoiplpjfir, unisni educaUonalj lovifnunyl bsdiei, or 
other mm indydlni tisc imtU U devglaplni topwr 

propyph. 



' Pirtklpadng in loed elylc funcEionSj orptiaElOfiii and 
elybi u pmoU iU poll^ili and sbjgctlvei of tk liplar 
loiit Sirvici within the QoiiiyniEyi 

DliieDiinaEion of labor ond iconomie lufofiaEion by radio, 
television^ yll^ or in person {q Indivldiiili or poypi 
within a QQnuni^y on miim riprdln| lU th 



Inolydes Elsie imui to insii|raEiQn activities* 

i 

Indudii all Elii ipint on the foUoying aQElvltiei: 

- 3Ufflylitlii| cwufliCy aeEigni toward iolvin^ aanpoyir probliffi 
MM hlndir ffiaxiiii davilopnt aiid uii of taati ri^Qurciii 



* Aislitlni In Indunriil :.nd immk 



mU of coimiunitliif 



' Istabliihini a EonElnulii| and davilgpfflindl working nhlim^ 
ihlp with eomnity aetion grsupij Job Corpip duqaElonil 
InaiitUElonip voEatlenal rihabllliaElon, and flther eoMiuniiy 
qmlu or groupi. 

= Trilnlni pEhir gsvirwntal, soslal ipd comnity agincy per- 
sonnol In ik prsgranii mi opiraUans of the State lanpowir 
ipiidy, 

* FregenUng Inforii^ion or prpposin| aanpoyir letloni £p 
eoiplsyir, unions iduQationgli lovirnQienul bodiis, or other 
groypg; iiielydini tlii divoted id davdoping Hanpowgr training 
prppoialli 

- PirtiQlpaUng in looal civle functions, arpnUitlons, and clubs 
10 proHoEii tk policiei ind objietivii of the EDipldpgnc l^fvlce 
within thi nynityi 

- Dlii^ffiinilion of labor and eggneRilc inforffiitlon by radiOj tile- 
Mlilon, wdl, or in paripn to Indivlduali or graypi vithia a 
cmunity m Mttm ri|ardin| thi 
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moiy. mm 



mi^^mmimm detail band 



'Mmmt III A!ji) mmmt m 



Hanpif iiifonaatlnn (includes Codii M Ehfou|h m) 
(lil) Lator Ar ea InforaaHM 
Iiiciydis sU tlm ipint on: 

M^mim r^prdlng Issal labor irei Mndlta." 
sviriJl QmplopiBE and unemplapint in the Stale 

regieni. coyntki, distrl^», and p«ti'of 
*r ^reis.and fsr applicant groypi sueh oMsor" 
dlsadviinE3g6dj itc, 

' PfeparlflO labor ana hiwsldEteri and fiporta and 
of areas undct various Fgdyral ptogfm, 
^^^^^ Occnpatlgnal Op ndrtunttiig InEomatlnn 

Includes tlM spent on the foilawln| aelivltlijj ■ 

' Preparing, analyilni, Intorpfstlni, and dlisiiinating 
«™k Infomatlon sn currint and projsctid ~ 
tlQiial slwrtapi by ItflEe or am. " 

' Ofvylopini InfonatlBn to IdfinElfy current or mticl- 
patrtd iiiplgpnt opportunlElis by pMpUon and iria 
oecupatlenal pldw, 

' ^"pafini Job vaoancy um^, irea iklU and oEhir 
mmt proJiCtiBH surveys, Indystfy surviyi- md 
am wagG iurvfys, ' 

• Miiii training neids lurvayi md providing Job ieardh 
Infyrisfltlfcn for applkants. " 



{1.621) 



■""^ iiMiiaoni-JLijirolnatlon of 

Satharlng, analyilng, IsEerprotlni, and dlssgsilnating i„f«,^.M- 
«pl»y«int n the Stati. i™^^ 



n^itiq labor area newilettirs and reporta. and infornation 
K'deral prograiaSi 

Iga^lonal Pppprtunlties Inf«r..H.. 

iMludea time ipent on tU following aotlvitlii; 

= Jwpoflni, analyElni. Intirpretirig, and dliieiinaElni eM«o«ie 
nfo™mo„o„eyrrP„tandprpjeotido.e.pation.iii^^ 

■ Deviloplni ififofflacion to Iduntlfy mm or antieipaEid 
^"Plpent oppsrtynltiai by oocupatlon and area occupational 

proJa«lgn iurviyi, industry surveys, and atsa wa|i survey^ 
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mmM m DISTEIeuttqn mm 



™" mmm ? OF EXISTING im mmimm mtat, ^^hp 

m nmm sobdetail band mm~ ' " 
E III m timtm iv) 

FIIOSED ^UBOETAIL BAND CODES (ALIERNATIVI m 



(Si3) OperaUona RgsiarEh 



IS tim Bpyiit In Eh«^ fellgylni ictivilii 



ill 



- epeciil research or slsilaf expirifflinul proje^i fsr thi 
divikpinE af naw conDfipti and mU £a iiki opiralioni 
iOfg risponslvi to i«.i{ln| er Ghiniing neidi, for 
inoaiurlng the iffiqClviniiSj wats, and beniflts of virloys 
iirviaei, and for thi devdopinc of new sf iipr&vid ii# 
nlpei and proceduris f esiiplllng labor af gq sf 
occypaUonai job sppqrtynltlis InforsaElon. 

- DeVilopini and lestlng niw appraQehei or proQedurti for 
obtaining m^mt Inforiatlfln for wageEiinE pyrpoiiij 
local offlqe partlQipation In mHmtiii inalyili, and 
othir special lEudlis for later adapUUon W i conUnuoys 
ongoln| prograiiit 



Oeeupatlonal Aiialyiii Flild Ciniirg 

Includes all tim spsiit by fprinolly erpnliid field mtm 
In the coUictlon, anilyiii, pMparatlgn, and dislMlnatlsn 
of scdupitlonal Infonation ef natlsnyide ipplifiiitlBn, Alls 
imkM m riisaKh and deviIepMnt prejieti for tapfoviiii 
Elie cUmlmmi of eeQupotlsnal aaaiyila toslii 



im) last 



sint 



Indudis oil tlii ipint in pripatin| t^^m^ plans, wllMt' 
ini and analydng riieiEeli dati, and valldsElni snd pEipirin| 
tiehalsal Eiperti en tmm\\ tmks eo devolop usti, 



Up afaUens Riaaafch 

ImMu tim r 31 in thi follgwlng idiivitUis 

■ ipMlil nnm\i it MUi ajspirliintal pfojiEii f§r ik . 
dsvelopwt of niB GoneipEi and taols Eo saki opiriilQni BorB 
riiponiiva to Mlitln| oi ohangini needi, for aiaiuElBg the 
iffiqtlVinisi, ceiti, ind biniflEi of varioui iievIms, and 
for thi develapfflfint of new or luprovid tiEhniquea and pro= 
tskm for OTplUng labor area or sfiQUpationai job opportunl- 
tiiilnfortiatiBn, " ' 

■ Divelopini and tiitini m approachei or procidurii for ob- 
tainlni ianpoww InfofBatlen for lanagiiint purpoiia, looal 
offici partldpition In GOst-benifll analyiii, and other 
spisiil itydiei for later idaptitien to a Esntinuous onioliig 
pro|raiJ, 



OKupatlanal Analyeii Field Centers 

Includa all tiffii ipent by fonally orpniied field eentirs in 
thi eolleetlon, analyiii, prsparatien, ind disaeiinatlon of oeeu* 
patlonai inforiation of nationwide applidatien, Mao Included 
ari fiiearch and devekpignt projecti for Ifflpraving Ehi effenlvi- 
niis of secupatloiial anilyiii tools , 



m Teit 



ieiit 



Ineludii all ttae ipint in priparing reiiarch plans, eollieting 
and analyzlni reiearEh data,.ai)d valldstini mi prepirini Etch- 
nical repofii on jeieargh reiuUg to diveiop tiEtii 



>i 

■ 



Umm TIHi DIlTRIRIimimipq 



(ALTifiATlVE III Ai ALfERNWlVE IV) 
■BHUJii FROPOlin gypDETAll urn rmn 



LTIiATlVE IV) 



(^IS) MiiniieBint and lupitvijlon (Lseil) 



All m which can be liliEid diratly ts thi idtldiEratloEi 
Md lupervislen of tk Im m^mi mm ihfluld k 
Kpmid under this Godi. Tii8 ripamy undsnhii eods 
prlwrlly InvBlvis M is «« nqeisiafilv iiilEid M thi Dir- 
' mmm flf Ehi feilsying funsEiflnii * 

Ti« onhi iscal pfflci ayporvliof and hii uMm,, i„d 
111 Una perisnnil Mpged in Mnaiing md luparvisini iipl™. 

1 vel. liiB ipent m ditecE supsrvision gf opMitini funs- 
tioss shfluld bi ^harggd to thi funetlfln bgln| supafviiid, 
.e., i working oiipervlsof sf a piaggmE unit ihould tkm 
to mm Gode 531s IfflpiflpnE. ' 

• nmm, dliectini mi cflnErolilng local alfiei opsMEions. 

• Dgvilopidi, lipisientini ind BOnllBfin| plans of sirvlM. 
= Priparlni budpt jualifl„tions and supporEln^ mm, 




• At ending ouEsidi prgfissionai and tiehnlssi mhmm as 
well H in-affigg stiff lagtinga and confarincii deiUni 
with sviHll opirsElni probliis. poUeiei, pfo„dyris, 
Pifionnd problem, ste. (Tina ipfflt it mtim and m* 
i^M, within Of suEildi thi apncy. nlaEid to a ipitifig 
imm a«a ihoyld bi diflrpd to thi approprlito fLtional 
aetlvlty eade.) 

■ Preparing and verifying data foF local gffiee ^Mym re- 
porta and pthilf narriEive and itatiitieil epsjatlni rapsfti. 

■ Offit. isEvlcta (switchboard opiration, aali sirvlci, m,h 



ill Wm ttliieh can ba rslatsd diriotly to thi adalnlstratlen 

nJi thia cBdi. Il„e riportid undir Ehls mk prisarily 
Bvolves ui li not niciaiarily il«itad Eo Ebi pitfonanci 
Of thi follewini funsEions! 

* - jf ,f supwiior and hli'csiiatanEi, and 

1 liM pariennal angipd in lana^lni and aypamiini Mey- 
snt, Era nini, and «l«od sanpe.ir opiMipni aE thi loLf 
livil. TiM spent in dirocE iipwislon of operaEing im- 
EiQns ihould be oharpd to Ehe funetlon bain| supemisd, i.s.. 
i vstklng supirvlior of a plaoaient unit ahsuld charp to t'li 
appropriaEi efiiployiisjit icEivlty cody, 

■ ninnlni. dlractlng md contwlliftg ,Uk, omtim. 

^ Bevslo^iny, iiphMnting and loniiorlni plsni of lamci. 

' hipifing budget JuiEifiMEions and lypportlni latirlal. ' 

- Atjindlni ouEildi profisslonal and EMhiilcai confctancei ai 
Will as In-offiM stiff mnkis and confarencis dealing 
with ovifall eparatlng probleis, polldii, prscodura,r 
perionnel pwbliBi, etc, (Tlffli spent at Beetlnp and'eon- 
"incis within or ouEilde the aiency, relatsd to a spedfic 
fynctlonal fltea shonld be ehargid ta ths appcoprlati funcEioBil 
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' Ffepatlng and yififyini iati for local office activlEy n- 
P«ti and other nsrraEive and atitisElcal opefaElni fiports, 

• Offlci sitvices (iwlEchboird operation, nail Sirvlei^ etc.), 



REUTlffliglllP OF ESM T IH^ BIlTHlBOTION DmiL BAND 

AND pRoposiD mrni imjm ' 

(AIOTATIVI ni AND ALTEBflATIVE Vi) 
i eODEi (ML lANO) (ALTroTIVl III) * PROPOSED SyBDETAlL BAHD CODIS (ALTEENATIVE IV] 



(611) 



ni and Bypsfviaten (Oenifol) 



All ilm yhloh m be reined dliegily to the adiinipEratioA 
and iypirvislQn of Ehi ICili ninpewer propai stipyld be fepOfUd 
min this c§di. Um nqyeitid under thli ^odi priiarily 
invylvii but ii not nsciiiarily UiiUd io the perfomce of 
Ihi following funetioni! 

^ Tlsi^ of the Enipldyiin£ Service Dlreoior and hii assiitan^i, 
and ail line personnel In tk miul or district officii 
i^ngaged In sanaging and gyperviilng iiploysenCp |rilnin|i 
and reUtid inonpowcr opcrailonii Tin ipent in dlrict 
iupirviilgn of opiretlng fm^lons ihould be eharpd to the 
function being lyperviiedi Lhi i vorklni supirvigor of a 
central job Benk placeient unit ghould chir|i Co activity 
Code 131 1 Enpldysipntf 

» Piinnini, dirietlng and controllin| Urn and locil office 



- DiWilopingp iffiplauentlngi and aonitorln^ plans of i§rvlci« 

• Atiending oytiidi profesilonjl and tiehniiil conference! ii 
well Ii in^'of f ici itaf f nitingi and ednfarincii dealing 
vitli oVifiU operatini prbbleiSi poliQlis, proceduresi per» 
soniiil problenS| etOi (Tlii speni it liilitigi and confqreneii, 
within or outsiii the agincyi related to a ipiclfic funciional 
irya aiioyld bi charged to the approprlati funeilonal activity 
codeO 

Frepirlng and virifyini data for local office activity riporti 
and other narratlva and statistical operating raportii 



(6111) Hanigiiint and_|ypirviiion (Central) 

E 

All tine which can k rilated directly t§ thi adilnistratlon 
and lypervlglon of thi Itaie lanpawer pro|rii should be reportid 
yndir thii codCi Tin riquested under this cpdi prinnrilv ' 
involves but is not niciiiarlly lislted to the fiirfonnanci of 
thi foUowini functionii 

^ Tiia of the Eiplopnt lirvlci Director a|d hli isiistantii 
and ill line pirsonnil In the central dr'^diitrict offices 
inppd in iino|ing and iupirylsing eaployi^ent, triininii 
and rilated innpower operatloni. Tin spent In dirict 
iupifviBlon of Operating functioni should be chargid to the 
function biini lupirvlRid, i,e*j a wsrkin| lypervisor of a 
egntral Job Bank pUciiiient unit ihould charge to activity 
5313 Job lank. 

^ Planning, dlrectini nnd gontroUini Etite and local office 
gporationii 

^ DiViloplngi inpleniintinij hd ionitoring plana of pervice, 

^ Attending outiidi prafiiaional and tiohnieil gonlerincei is 
Will as in^offlce §ta|f iietingi and cgnfifincis deallni 
wUh evirall operetlng probliiii poUqlii, prpciduriSi pif' 
ionnel prdbleiSj etCi (Tiii spent at iiitlnp and conferences, 
within or outside the agineyj rilated to a speclfie fiinetlonal 
area ihould be charged to thi appropriate functional activity 



Preparing and verifying data for local office activity reports 
and athir narrative and itatiitical operating reportii 



= Office aervlcei (iwirchbsard opiration, isil gervlcij itc,), 



^ dfflci g^rvicii (lyitchboard opiritionj lill servicii ltCi)i 



APPENDIKI, REUTlOjlgltlP OF KISIIHG Hi DISTRIBU TIOH DmlL 
AND PMFOiiiyMlS iW COBES 



umm iim PiiTRiBOfioH cooes (detail im) mmm im 



mm soiiDEm M eoDEs (alterative iv) 



(§20) mtl Tiehnlaal girviei ilml) 

MMu all Uji yf sanapsgnt and progm mil (such u 
mmim^t inilyitii plaQiiiiint igohniclinsi youth, oldir 
wBrkerit atiii ilnariiy graup gpaglalisiip lU.) in divekplug 
md arpaiiini latirlolB, perfDriing luniUanal supirvliloni 
ralt§Hn| QDnt^actg, mductlng ivalua^ionii aUindini m' 
imun or provUlni uditiicol aiiiifanQi to local Qt mtul 
dtUt EEpioyiaint BDfvic€ lUff §r Elii puWle in iiUlfs 
ifflcUn^ thit parEloyiar ir^i of mth 



tlm spent on ik foUovin| i^tivltlasl 



fubllcking and/or ixpkinin| riqiiirisenii of thi Fari Labor 
epiiEfict or RiglstraLlon Act (FLORA) at ik km Iml 



traninlttini appll^aeiQUi for rgglsiration 



under thi AqE, 

iigiivlng and tranislttini CDipliiij 
figiitifid tm lilor mtflctoifii 



ti mm igilnsi 



(ilOl) Staff Tichnigal Sgfyjdi'fara (Lgeil) 

Iniluias tiia ipint on llii fgllgvin| iollvltiiii 

- PubUeiilng and/or eKplainlng iiquliifflents of thi Urn labor 
ConirioEor Keglitriilon Act (FLCRA) it the State ImU 

* Eecelvini and trsnisittln| appUaitions for fa|litrition 
uniir thi Aeti 

: ^ Kecelving and EraniBiiEting coiplainii ladi iplnit iiglitirgd 
Im libor eontmtoii* 

(6292) iUfl. Taehnkal Sgfvtgai-OEh&r (Local) • 

Includii all lim of lanapint and pfograi alaff (such jg 
Ennipaant aniiyita; plicaaint Eichniclina; youthj oidar yoikiri^ 
and linorlty |roup ipicUUilit iCCi) in developing and gr^ 
ganising satorlali, pirfor&iin| fynctlgnal mpifvisioni nanltofini 
cEntraoti, conducting ivaluatlonSj attandlng confirenois of pw- 
vlding technical asiiatance to local or Cintril office laiplgyDiint 
Eirvice lUff tk public in nattirs affictlng their particular 
aria of york. 



(ill) Mi Technical Service (Central) 

Includii all iim Of ma|iiint and propia itaff at the Stati and 
area leyel (iuch ai nagdienl: analyilii placiiini tachnielinij 
youthj gldir ydrkir, and ulnority ppup gpgcialisti, itCi) In,, 
devilgplng and orianlilni iaterialij pirfomini functisnal lupir* 
vliign, nitprini contraccsi conducting evaluations; attending 
confefonceg or pfovldin| technical aiilitance {o local orcintral 
office liiiiployffiyt lirvice gtaff or thi public in lattiri affictlng 
thyir pai:tlcyUr area of work. 
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(iilll) Staff Tichiiicaljgrvlce - Fii^iy (Cintral) 

Includii tlm ipent on thi follaving activltlii! 

» Fubliqising and/or isiplainlng repireainti of thi Fan Labor 
CQnEricter Rigistratlpn A« (FLCEA) at the Stile levlL 

' Recilvlni and transiltting applicatlona for reglitritign under 
thiAeti 

» Keciiving and tfangnittini CDapUinis.i&ade agalnit regiatirid 
fan labor contractori, 



ERIC 



mmuh umimm of mmm v m diiteibotioh tmum 
{kimhm m m himhim iv) 

i 

wmm mi mmmim mu (ran Mm) AiTiiiHiifivE ni) mm syBsmiLgw eooEi (ALTmAfiyiivi 

(621) Staff Technical SirvlEi {trntnl) {mtimU) 



ImMu tim speni; on Etii fslMni iiElviiiieii 

^ Publicising and/of ixpialnini fiquini^nti d fhi firpi ybor 
C&iUfaqtPl Ea|iitriUon kl (FLCEA) IE tHi Itm laveL 

- RiCiivini snd iriniiiEElng ippUeaEioni for re|istrailon 
under the kh 

- Rgeiivini and Irdnsiiuisi cosplilnN ioidi iiiiniE i€|iiurid 
firsi labsr lonuactofs. 



(^30) Cartier Ihn'i l gpiRgnt and fatnlng (Uyl) 

UtMn^ ill clfiii ipini lyoy froi raplaf jo!) iiiigmnU for 
eut^§ifyloi and in^girvleg mU Efiinlng for mm divilopsiAi, 
Includes chi tlii of tk training ii well ai ik luim lot 
both Sdntral office and local offici iiployisinE BirviQi 

Excoptionsi 

- Urn apont for training on^thi^jgb in [ha actual work eitiuaUon 
iiiould bi §hsr|ld to thl Mppr^priiN iccivlty codi in which 
the work ond triinini an biin| perforQidt 



(6212) Staff Tichnigfll iifvlei - Othir (Cintrjl) 

Inclydes all tim of iani|iingnt and progm iliff a£ Ehi'Stau and 
aria lival (iuch ai nina|Pini inilyilil pliCiiint UchniiiaAij 
youih^ sldar mtUt^ and linoriEy group ipeclalis^Si lEc j In di^ 
vgioping and orpiiln| aiEiriilii pirforiiing functional supirvision 
mitprini contractip conductlni iVilyations; itHnding conferences 
or prpvlding tichnical aiilstancl to IgQal 0? cintril Df|^E--=..,_ 
E&plopnE iirvlci staff or the publie in iMttiri aftpctlng iMt ' 
p^uUcukr afoo of work. 

(6301) eifgir DgvDlopmt end Tr^iining (LQeal) 

Includyi ill tloi ipynt lyay fros ra|ylar job aislpints for 
. syNirvjci and iA^serviQe itaff training lor carier divilopiintf 
Inilydis thi ii^i of tha training ai veil ii thi traineg lor 
boih central office and local oifice Eiployiiint Servici 
inployeeii 

E}(Cipeisnil 

^ Urn ipint lor training on^tiii'Job In thi actual work lituation 
ihoyld bi chafed to the appropriate activity codi in vihich 
Elii work and irai^ini an bilni perfonedi 



- Time of the eralnir conducting trainini ouliidi the 
apcy to other ipvirwnEalj iocial and coimntty agency 

' pefsonnal should b| chir|id to Codi 53^, Comunlty lirvlcis* 
Mu m\\ tfalneii ari Included as port of ihe rigular 
schidule of iralnlni given to itati U imployoysi tin tisi 
of ihi trainer la ghargid to thio Code (630, Carier Divelsp- 
Ifiiit and Training), 



= 11m of thy trtinir aonductlng triinini otuilde the 
a|incy to other PovifRMtali locill and coiJiiinlty Igincy 
perionnil ahonld be char|fid ro Oodi Conunity Serviceai 
Wtiere such Ersiniiy art inclndid ai part of the regylar 
schidule of tralnlni liven to State Ei ifflployoiij the tlia 
of thi tralnir ii ehafoid EQ this Cede (6W1, Cariir Oevdop 
iim and Training). 



(ALTEENATWin] 

Inclydii ill tin sptnE iwiy fwi fiiylsr jrt iiiipigBti Ut m- 
simci mi Ifi-iifvlci lEiff Ewinini fof mm divilopiini sr 
en EMpBrary diEail auUldi the leeney. Insiudii thi tin of Ehe 
tninif fis Will ii Ilia Miinii Isr both mita offiei md 
loQil effici iiplfljfBinE iirviei iiplayiii. 

Ixcapeignii 

- Urn m ffi! Etalniii uii-ihi-jab ia thg iQipl „ork situiEleB 
should bi chirpd ts tk appisprliti asEivlty sede in whish m 

Md Ersinliii m bilog piEfomiid, 

- Till if Ehe EEflliisE eenductlng tfsinini eutiide tk iginey la 
fithir igveffliintal, social, and immil'f iiiney pirsflnnal 
ihould bi chargid to esdi 3J4, Comunity Sarvlcii," iiti sych 
Kaineii are inclyded as patl of thi tigular atliidule af 
eriining |lvan to the Scite Ii iiployeiii thi ciii of thi 
Erainer is £hif|ii « this Codi (§31, Careii DavalflpiMt ind 



IjEDlmiL Ei'D CQDIS 
W ALTlEflATIVi IV) 



.PjOPOiiD iUBDmii BAND m {kmmmm m 



(Mil) Cirser 



InsludM all tlia ipanE way frei rigulat jjb iiiipMata for auE- 
siivi^e and In-iarvica itaff triiniB| ktimM divalspiiBt or 
OB UBporary diUll mtm thi ipney, Includis £hi eIbi af thi 
trainer is well is the trainii fsi both tintrii office and 
Iseal office iuployunt hrvici eiployiii, 



in thi setuil vorl lituatim 
£6 aetivity eadi is which the 



' Tile ipiBt for iraiBlni 0B»£li& 
ihould bg Qhirgid to thi appro] 
«ork ind tralnini ire bilni pi: 



■ TlBi of thi trainer eonduetini Eriinlni outsidi the agencf to 
ethif iflverBiental, locial, md comuiiity igency persoBnel 
ihould hi thargid to Code 55W,GsBiunity Servicis. Khsrs luch 
trainees are ineiydid ig p«t of tbi regular schidule af 
training given to thi Stiti U liployiiSi the tiie of the 
tfaini!; ii ehariid to this Code (&3ll,Ciriif DevilepsienE and 
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APPEroiXC. RELA TIOilililP OF iHliOETAlLED im ESDIS 
mllMTlVlTIii CODES ■ 



(ALTIiATlVI I\f AND ALTEiATWf 

pMPoeiD lyipmiL bang codib (alternative iv) PROPoeEn joiAETiviTEs giJEiATTO ni 



(5111) QutMaeh AQtlvitiM 

- iptni euEildiifleal emm, infiludii^ MM conWct ind 
foUowup, to riaoh mi kH intB iBsil dlim Individuili 
«lie da noE m en thsir m initiativi but who riqulri 
glsigUnEe ts biCdno employable; 

(sua) ReeiDtion Aetlvltiea 

= ipint recelvlni indlviduiU vho mbs into local officii ^ 
aaklng pfelliindry judpents m to the lirylcia niidid, 
and iiEraflging for and ichiduUn| lirvlcei sUhln thi 



, PfeiaEiflnp i.iii jeb filri 
, Advertlsini 

, pifiBBal CsntacI or Individuil/Staff Outfiaeb 



, Initial Applieant/SISA Infonation ExehMp, 

, Minority AppUcant/liBA Appeffltlciship Infgfflatiea Uf^m 

, Jli Prjvislon 

. Ichidyling far Intirviffli 



[J113) Interviewing 

. ipent in initial or sybiiquant inEervlitflni of fe|iiEiMd, 
partially rfiiliteied ind nen-MiiitiMd pirisns to ditenlns 
their nieds for efflployisent ierviQis, iDcluding ceipistini 
neu or updaEing fornef applications iiid rilated foiiii and 
[efeEEing applleants to appwprlati organhaEisnal units 
and/or otliir agsnclsi for niceiiary sefvlcds, (ioei not 
include idketion intefvlewliie liliEiJ to MplpenI which 
Is Codi 53U, SelKtion Intervicwini)| \/ 

(BlU) HisEellaueoua InEake AstlyitUl 

- apint on Blicillanioui ictivities rilatid Eo Intakii such 
11 aniwerini Eilephone calls, rafirring Eo ethit siinclsa 
pfitiona is ari ndt iiiHini wployiont iirvicii, living 
out broehyKs, and oEhir printid PtiflalSi md pstfflnilii| 
oEhw work tliat involvis ineidBntal contacta with thi 
public. 



, Appllcant/Si§A InfoEMEios Etchsnge 
i Refitral to Non-KSA 



, , Handatory Eiferis iriangeiMt, e.g., UI, Hilfati Food Blaips 
, Coopirativi Agrfiiwnt DivilopBint (Volimtary Rafirril, 

fgcational' SfihabillEaEioni C«unlEy ^coupi) 
, Eifertal to Nsa-SEiA 




(ALTMIVE IV m ALTERNMWE VI) 



10 iyiPEtAiL im muMmm m 



PROPOSED mEACTtVITE^ fALTFR^AtTUF \fj) 



(5121) Cinefal Cdungilini Agtlyiiieg 

iRGludai all tim ^mt in mulki Indiviiduili gr peypi, 
ind iugh related aeUvitiei ai reisrdin| lUmlm^ ri- 
vlivini and analyiini Infmation on cgun§elifl| gasiij 
mmH in and rifirrini t§ iuppQftivi sgrvkpSi whleh 
includes eo3ehln|| thaE ifi aegiiiafy ig mm jipknientitlen 
of ik iraplopbility davilopent plan and foUoyup actlyltigi 
to de^inin^ ihe projriSi nidi by cgynsiliei in aQhiiving 
thilr planned obJeEtlveii 

InUyprjtlng Togt Hcsulii 

ImMu ail tiffli ipin^ In ln£irprilin| tiii umliL 
(3131) Mini 

Includes all llie apint in ichedtillnip adainlsElring, seniEerlni 
ind ieoriag tiati or wgrk liipli sxdreiili, preparing raporti 
of tist imlu or unit activity, and iiintalnlng related fllii. 
Also indudes tiiai spant advliln| U itaff ai will as 
iiployeri on teiti, til^ini teehnl^uis and related lattefs, 

i^Wi) Call Conference jigetinga 

Includes all tlm ipgnt on mi egnfirinca ogiElngs (with or 
without the dlleht biliig priiint), 

(5142) ttiyilep EigplDyablHty Plija 

Ineludis all tiisi spini in developing liployibility plani (liiaipt 
esynaelliii pir igp hmm. the lounsilor and {he dlent), , 



I iirvUe ichidiilln| 

i Vgcational Problii OQungiUn§ 

i Oeaypitional Choici Couniiling 



' i Til£lR| 

k Aptitudi 

i Intirigt 

i Aihliveients 



ZmM Mmm% - eiiint/ltafE 
Ciieload Oonfirince ^ Itiff Only 



CliiBi/iESA Servlci Plan Diviiopient 



1(1 
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APPlNDIXe, EATIONgH IP OF SiODlTAI LED BA j CODES 
TO iyEACTI VITIEnOOEl 

(ALTERNATIVE IV AND ALTERNAflVl Vl) 



FROPOSED iUBDETAlL BAND EODES (ALTEiATIVE IV) 



FROFD^EO ePBACTlViTES (ALTMATIVE VII 



(5143) Group OrlinEa^en = 

Inciudgi 2II tim ^m^ in orlgnu^Qn whlih ii dgiipsd 
Irniraily f5 provide yndirgtindini ol thosi sECfibuc&i^ oEhsr 
than Job ikiliii x^^M to pt and hold a Job and ii 
nomily csiidycUd with groupi and ooviri %t\i mttm il pt* 
senal ippiorenie and haaUhj preparation sf job application and 
fgiatsd.fdrisi, job iiuniing tochniquiSi v^gii ind tmi^ and 
iipiliar idUera of enploponi rikUd gonQinii Alio Inclydei 
lisie spent in g_^oup intifvi^wlng for thi purpoii of hllping j@b 
rctidy opplicanLs and mh ipgdal iroupi as candiatii for ^hi 
iuiiiiiier yeutli preinsi to relate their ikilli to thi Job larkit. 

(5211) Training SoUction, jofdrfal and FQllowu p 

IncludQs all tljsa ipint (except on ayieigQent) in relitin| ipplloant 
nged§| charo^tiristicSj and drMaiansdi, in tho aelactlon and ri" 
farral to a ipiclflo trainlni opportynlty, 



(5212) Trainin g Dgvelppiiient Activitiei 



. Arr^giMt for ApprintMip 

, Arran|iiint for Syppbrtlve Service! 

, Afrangesent for Irainiiig 

. Asaiat HinariCy Applicante to Enter Apprintlcishlp Fro|raii 



Includii tliDQ dgVQtid to divilopM^nt 0! aitiafactory relaiionihipa 
with training facilltiii end fpllowup aetisni Including coiching 
to assure aatiifictory trainei adjystpni or progreas in tfainlngi, 

(5311) jgy^j^kjni 



iupportive iervicis Civilopsent 
Training Opportiailty DiVilopaint 



Ingludia all tiie apent In order taking, 



i ^intral Order Tokini 
. iolicltatlon Ordir Taking 



(ALTERSATiyE iv m mmm vi) 
mnm siiiPEm m mmmwmi m mm^ syMTiviTES (alternative vn 



(5312) Sjljcjisn Intirvliylni 



IncludQi tim ipont aiilscini indlviduali to obuin espIpDnE , Cllant Fill liireh 

aueh ay rieruiEsenc, cliaranee, file "'^a?eh» lilecElsn lniirvliwinij , Job UU Bloreh 

Cili In, mmd^ verlfleitisnj UU iaintinanea, individual job , hu\i khaim 

imU^mUi pljn viiiti Iq iequilnc ptirf with job riquirangnEs , OUini Clll^In 

and follQvup mtim% includlni eoachlng cs deterfslng or siiure , ielesilqn Intirvley 

iulUbil worker adjuament to a job. . Cliarinei for Job Eefiriil 



, Job Intervigw khiduling 

i Uhml IQ Job Openirii 

, CllenE Job Intifviiw SuppOfE Visit 

i job FlaciOiienE Vi^rlfkaUon/FoUoyup 

. E^ployir/AppllcanE Sypport 

. Ei^plpyir On^^iLO Vlaits 

. Plioiig iqilciution 

(5313) Jgb Bank 



Inelydii tk% dpvdlid to pripafln| input for spsputirliid Job 
Imh and Job MMni Iptm, 



Jab lank Inpyt 
" Hanuil 
" AyiBniaUd 



(H21) Job DivilQpiiignt. Plaeiiiiintjanj Fallswup = VIMJI 



Indudei ell tlie ipint for craidon of jpbi for W pifllQlpantS 
by mm di reviiw of yo^putirizld Job Bank mi Job HaUhki 
lymm snd oil eihir iourcei of inforiiiion m gHliling mmUi 
or niw posUlona in ihlir QSybliihM^i^ oichir ai iimt hlriia 
or for OJT opinlnii; familiarising imployori with thi tax credit 
pfovl^loiii oE thi Revenue Act of 1371 for M participontii 



AppEmiiic, HEiATioNSiiip orjipETiia m codes 

TO ^IMTiyiTniiWES 



I ly AND altuinativi yi) 



mms suiACTiviTo mmm vi) 



Inalydii all ilm ipint for tmilofi cf jobi fsr M pirEkipanti 
by MM gf I riyiiw df Qptaputirliid M Bank and Job HiUhlni 
^pUm and all othejf loufcy of infofsioiion on ixietlni VQienoiiij 
cqiitaeUni public or mproUt prpnliitiQni for d^vsiopnt of 
publie iervici laplopent oppDiftunlEiii; mtm other fOdgfiUy- 
fuiidyd ^t^mi for poilibll iKlsUni or potgnUil vagancliii 

Alio, iflcludii tim imUi to refu-frlni parElglpanti Eg ipeeifi^ 
Job dnd followup atilm liiclydjr^ noacliini to mm satisfaetory 
idjusifflint or progriii,^ In job, ih mp^t tha M progroflij 
£h!§ will Indudi tip divDtod i the iiiii^innual riviiw of iach 
FSE cjDploy^i, 



(3341) Fjrjgdle E.^pgura £g thi Job Hatkii 

Mudos ill tim Bpont by IS iUfl at Chi Slate and lo^al laveli 
in calling in on a regular ba^lg thosi M partiEipontii who havi 
been appraiiid tut who an not beiii| mni In any athir W 
pmti end iHpoiing to labor iirkot inforiation in an attiupt 
to mu\i their ikills with job opdnin|i 

(5301) Biiployir and CQamlti Sirvieis , Ineludig Codis 3311 thrqii|h 35U 

(Hll) Eiploytir and Onion Sgrylgig 

tneludis iim sponi in divdoping and laintaining §onUQti 
with eiipkyerij indudin| giployir and union organi^itionei 
This incliidii pifegnalj tollphonii or aall contiets of a 
pn^ral p jniotlgnal nature to dcyglop job opportunlciis for 
all applidant groypi or to proioti accoptanQi of or partici- 
pation in ipodal niynpowar prograiiii 



Advirtisifli 

Frpsotion ^ Hon Staffs i,|<, Haai Hailln| 
ProEOtion'^ Staff Cofltaetj a*|,t Ghpbir of Capirci 
Associationi 

Cooparativa ArrangiMi Dsvilopianti CETA 
Imployor Qn^lite Vlsiti 
Fhona Eolicltatl'in 
Hail Spligitatlon 



ERIC 



APPEilKC. MLATIQ^SHIP OF lUBDETAILEO BAND CODES 

' ryoMCTiymK cooes 



(/iLTEEjiATlVE IV AND ALTIENATIVE Vt) 



PgOPOSED JOBDITAIL BAND EOPEi (AUimiVE iV) 



mm mmm mmmm: m 



(5501) tolovif and 



Indudis Cody J3U £hreu|h SlU 



(5511) ftiployer and ynlsn ktvku (continud) 



(W21} EEpIgyif Tgehnieal knim 

Inckdii ell ilna spent in prpvldini adviii or mlsunge to tk 
isplpr , esraiiunUy ind elhif piminl apncigs In thi Idfintifl^ 
catlpHj allrviatian, or riialution d mpm prebim In the 
irei of work bm iilietlonj doyelqpiinij utiUiiilgn, ind 
atubilizaUen, Alio iniludid an the uia of mU ind teQhnlpi 
fpr providing mnmm m Wring polieioi; telopiint qf job 
^ipieiflcqtiond pnd rolatid yEariah; eonduEtln| job anilysgs, 
jpb rysiructyrlng and yp|redln| m^lM\ idanHifyliii Eriinlni 
inJ E^iElng \mk\ prdyidini labor mtht kf oration | lflUrpriUii| 
Mpowir CiiQhniaal girvlgsi. 



Handitaiy UiUn| Coiplimce Invii^ipEion 
logeipt and lavliw of Iniplsyer Um 
Mdf ind Analpli.of h^hytt U^qtu 
lapldjgr Oft'llie Bglkitatlon/lflfgfgiBiini 
Fhonl ioliQitiUqn/Enforcioiini 
Hill iQliQiatlon/Enforcoiini 
Idinilfy !li|h Unofflplopcnt Ariai Onder W Ik 
Pubilih Liilof W Ik lligiblllEy ktm 
liiiilai Ulm U Efflplsygr mm 

^ Mil ConUcC 

- Pijfsan^l Cofiiiec 
Egvlay Prifirinei Applkitloa 
Um Prderince CgrtiflcaEi 
toigy m Ik fiaployyf '*Hiri" geporta 
Ho£lfy DdiRii Cgiitrasi Apncy of Non^CoapiiinQi 



Hork Forci iilicdgn AsalsUnoe 
^ork Force DivglppDiiii kiimm 
Mk hm iUblliiiCion AsiliUnQl 
Hirlni Policy Aisistm 
Job ipdciikation Aiiiitincs 
Functional Job Analyiii AiilitiEiae 
IdintKylng Triinlni and Tcgiini Hiedi 
EEQ Compliance Inforsatlon Provision 
Affifsyitlyi AQiion Fkn Mvelopient 
k^hph Contact 
Job Kiitruityring 
JobJ^uirmnt HodlflcaCion 
Altirlny Job MmHu mi ConJUions 
iybaldizcd Job Devilopinontj i.g.j OJI^ fSl, 1 



l8o 



m 



ERIC 



MMi-fgDETAlL m mil fALTEmTlVt: 



mm 0. iiATOMj^ 
ihimmm ly and mumn n) 

MMEDJliiACllVlTIi 



Espluyer Teeiiiileal htmes (wnHrnd) 



[5531) Ipigralian A»ivitlgi 

inthm all tlm imM Es kiigfitien acEivitle 



Ccpunity Sirvlees 

Includii all tiM ipinc en thi fslloyini ictlviilei: 

• llliulaani Cflwunity aetioni tmi islvlne mmt prebleis 
Hhlrt hiridit eijeIbus devilopinE mi yii of \mm mmm^ 

- asslitlng In Induitriil and eMnoiie knlmm of tmrnl- 
I ties; 

' sitflblishini a continuing and davilppniiiEil MEkini MlatioB' 
ship with cownity icilon itoupii Job Carpi, idiieatlonil 
InsEltuEiona, vocitlonal rehablliEaElqii, mi other %mmivi 
agQflclii or peypsj 

' tMliiini sther goviniiQnEai, eociil, ani CQiiunlr^f apncy 
pirsonnil in Ehi prs|raiS and BpsHtisni ef the SEsti ianpOHir 
aginey. 



NATIVE yj) 



. FinanciH.. Incintive Jeb Ceyelopiiinr, e,|,. Tax CrgdlE 

. Hivlew of Claiiifled Ada, Trade journali. Cie Annoyncttsnti, ete, 

. A|incy Aiioclaaon, etc,, ContMt 



MOMlON/ALli CERtlllCATIOfi ACTIVITIES (AGENCy) 

. RoMive RipsEi for InfoEWEisfl EequisEid on QccupiElona 

SoughE Ed bi filled by taipanEi 
. Csnduet Survey of Dsueitie toiker AvillabiliEy 
, Deteraing PoEintiil Mmk Workir Advgfii Effiet 
. CirElfy Alien Appljcatlan 



lb8 



i syBACTivini^ coDj 

(ALTIRNATIVE IV M ALTERNATIVE VI) 



DSED SUEDETAIL'IM CODES 



mmw ByiACTiyiTEs (ALTraNATiyE n] 



(HW) CoiiyniEy ^irvlcii (esntinuid) 

- pfesinting IflfDmEipn er pfsposlng ynpower aeiigni to m^UWi 
unisnj iducatlonal, pvifniinUl bodili, Or othir imp] in* 
cludini tlm divstid £p divilspln| Hanpowgf trilnln| propoiilsi 

- paraapatini In local civk fyn«ion3| orianiloEienei and 
clubi EO prQfflpU thi polieiea lad sbji^Uvii of thi Eaiplqsra^nE 
ServM within thi cpmyniiy; 

» diiiiei!iinaElofi of labor and mmk inforinatlon by radle, Eili^ 
vision, mil, sr in perisn ip indlvidyal or iroupi ViEliln a 
egMnlty m BaUers ilil toployienl ierviie, 

(liU) Gaihirtng and DiijenilnitiBn of jnforptiQn 

- ptlioring, analyiingi inUrpretifiOi and diilislfliting InfeiiS' 
tlQii feprdlni Ipeal labpr im cpndlElQni, ovpU isployiont 
ifid uaiiBployiint In thi itm^ mmic iqku, gguntias, 
diitrtEtSj ind paril of labor ariaSi and for applicant poupi 
iudi 01 poor^ dliadvantapd, iU, 



, Divelop and DiaaglinaU Labor Harkit Infom ^isa fori 
- Applicinti/PybUQ 
* Emplopri/Induiiry 

, Conduct A|rioultural Hage Byrvey by Crop 
, Convey Hap Levdi to ApplicanEs 
, Publish Flndini ii Hige SEandard by Crop 
, Calloet Da£i sn ILU Oii Firffli/llons Advifsaly Afficld by 
Wade Act 

» Diiminy Applicant Eligibility for Job Eiareh/Riioeatian 

Allowancii 
i Sdraen Applkanti 
, lifiir Applloanti to Ut 

, CylleeE Dota for tU on E^pifiineg tefkir AvallablUty by 
OccypatlDn and Indui^ry 



mtm C, iMgNlliE TAlLED BAND COMi 
TO SOjACTlvmii COPES 



IV AN: 



EVI 



91 



mm m^m. mmmmmi^m iv) 



^^^^ 5ath»lng ad Dlssftl naUon of Infam tian r«nH.i,d\ 



' pripirlfli labsr mi mslmm mi t^ms, mi Mmm 
ri ited Eo iligibUiEy fot .^^^^ ^^^^^ 

mml prograsii 

(^^n) dEEupaclona] SgBflre unltleg Infgmatton 

Includes tiffli apint en ths follgHini aeElviElii; 

' Pf^Pati«S. an^lyilni, Ini^rpfiUni ani ilimMtl^ mmk 
Momm on current and projic:ad mmmMd Bkmm 
by mu Of areij " ^" 

• devyloping Infotptlofl ta Identify current sr intlcipatad 
inplopenE oppprtunlUii by occupiElfln rd arii sMupatlbnal 
guidci; 

• priparini job vaciney lurvep, mi Mil and sther Mnpgwir 
pfcjiction surveyi, InduiEry survsyi, and aria vage iiifyeyii 

' iiklni Eroinifii niida lurveyi and providing jsb aiifcli in- 
fflrMEign far appUcantii 



nmm iiieactivitis fALTEiATrvF m 



Mmim "Liirnir" AvillabiUty 
Supply Certlflsation InfsnssEign eb Uh 



Pravlde sn Requeit Special Labor HarkiE Infofflatisn 



ERIC 



mmuL mMmm or mnmrn band codes 



(AWERMIVE IV hm ALTMIATIVE VI) 

nmm mmvim (altemative m 

ImMh Um spent lil the fsUgwIni aeiivitieii 

^ spicUl reaeareh or slailir iKpiriiiinEal projieU fer ihe diVilgp= 
fliynt Qf iity concapti and tools to sakf^ opiratlgRi aiori roipsnilvi 
10 exlsUng or changini niidi^ fgr liasurini £hi effiEUvinisi^ 
eosiSi and benifUi 6f varioui mtsim^ and for thi devilspsiint 
of m or Improved techniqiiii mi prpedyrii for CDipiUni hkt 
area er oceypatldnil Job opportynltiga inforiiidun; 

- dtivelgpiiig and ^ml^ new approaclioi or prDdidurai for obtalnlni 
miinpQVif infonniition for EanapienE purpDsei, loul pffled 
piirtlnlpotlDn in Qoit-hinafiE indyiiij and oiher ipeGlel miiM 
fur kCef ddiiputlon to a csniiniious gipliig progrsii 

OgcupHdnal AngijBk Field to tirs 

> 

Ineliidey all ipani by fonnallj orpnl^id fidld mim k ihe 
collocUon^ inalyiisj proporatien mi ihrniutlm of SQcypiilanal 
InfflraaUDn sf niEionwidi applkitidn. Alio ineluded m mmt\i 
mi diVilopaient projecii for iiprdvini thi ifEecUvenaai ef 
oCQupatiQiiai analysis iooh, 

(3631) h^l Dgyelopient * 

Irieludorall tlm ipinE In priparini r^iiareh plana j cslliCtlni and 
anjiiyzlng mmt\\ data, ^nd valldatini and priparlni tichnkal 
reporti on mmth tmlu to davalop teati* 



Amxc, mmmm of iaPETAiiiLD band mm 



TO syimiviTii^ cooes 



It IV AND ALTEiiNATlVE Vlj 



m mmm mmmw m 



(6101) te fljpsfit and Supervlgjgn (LfiEilj 

All ilsa whieh can bi nhM ilmtl] 69 tk iiilnistriElBn and 
iupirviiien of thi Um ninpower prdgm should be ripenid uiidir 
Mb eodi. Ilii riporud mkt thli code prkarUy invsivei kt 
Is not ngc^ssarily liiiud le ilii p^rfsmrt ef the fdlkulng 

- Ete gf tho loul sffiqi aupirvlipr and hii asslaUnEs, and 
lU line pirsmd inppd In ciinaglni and iupervlilng iiplgy* 
laent J triining^ and relatid sinppwir Qperatloni at thi local 
liveL Tlpi iptnc in iimi m^mhim of epirating Imam 
should lie charged to the hmM beini iupenlied, i.e., a 
yQiklng iuptfvisQif of a placMnt unit should thtp to 

m apprapflaEe iiplopni; actlvliy csdi; 

- planfiini, difiotlng, and eontroliini legal dliu QwMm\ 

I 

« devalDping, IffiplGmtingj and mitorini plans df iirvleij "-^ 
' preparing budpi juitif ieatlons and syppor£ln| laUrialj 

= attending sutildg prgfaislpnil and imM mUmm ii well 
33 in-Qffice stiff iietlnp and EonferenEgg dealing with ovefall 
opiratlni problenM, ate. (Tki ipent at loatinp and csnfarincy, 
within ur Qutsidi the ai^ney, relitd to a ipiciflc funEtisnal 
area should be chargod to the ippfopi^iati functipnal activity 
QQdi,) 



Publiih mk lEployii Protection Servlcii 

Accept EEployii Caipliinti 

Imlu mk iirvlci tapkints 

Eifer Efflplnyie Casplaiflts U AppfopEisii AggaQy " 

rdlsw^Up lisQlutlQn of Cgaplainti 

Accept Eraployer taplalnii CQneernlng SESA Servicii 

liyhy Efflplsyef CQiplainti 



ERIC 



WjiACTiyiTlES CODES " 



m mmmn vij 



mm mmkll EANM OOES jALTERNATIV! ivi 

(^Wl) MflnagDnent and Sypgrviiipn (Loeol) (cqntinuid) 

- prepiflni and verifying diCa for htti offlqg leUvlty riports 
and sEher narfativi ad gUlhtkal opifitlng x^m\ 

' offki services (syllchbsard opiratlqn, nil ionlei. giei). 

(MOl) MQgchnlgal Sirvigl^Fm (LBEal) 

Indude [he ipent on thi MlQying sgiivitiyi 

" piiHkklng iind/of eMpIdnini ref|uirgiinEi ef ihl Fin Ubsr 
immm hmmlm kt (flcra) it tin km livil; 



- ricelving and trannsltdng applIeaEloni far rfigiiEricisn 
uiid^r thi Act; 

- tmM^ and iraniiBitting coiplaln^d mk splnat rd|lstird 
fan libof eontifadtDfs, 

W Itaff Technical SirvteMltligf (LbesI) 

Indudii ail tim of m^m^^ . and ^t^m mil {m\i ii 
llnaprat analyst; phwinc £eEhnlylifli| yayi'h, sldif mxlm^ 
mi ^Inurliy group ip^Qkllitij eUil in divQloplng and ofpnlz-' 
in| naurijls, perfonalni funqtlynal iupirviildn, raflniCDEing 
conEraEti, conduetln| avaluaElong^ aEtindin| fflfireneii or'peo- 
vldlng Eichtiieal asiiisianee to local or central effiei EiBployBinE 
iirvlei mil or thi publk in miUu affecEin| ttiir pirUcylsr 
afoi of work, 



PROPOSED SyB^CTlVlT^S fALTER^APTl/^ i/T] 



. mm mhlUm Ubar Oontiactor (FLC) Inforngtion Exchange 

i hm Urn to FLC for Eiglitrailan 

i Iranidt Eoglitratipn Um to Ifflpiopini iEandardi 

Adilnistritifln (ESA) 
. Hrltg ac M Ofdir 

. Revigy Job Mm for Hiii Iml, Morkln| Conditloai, Hguilns 
Standards taplianee ' ' 

, Vofify toplkflce with Eandoffl On-Slte Wsies 



i 



APPENDS C, MMfiym 

(ALTERHIVE IV AND ALTHIIKATIVE VI) 
mm SUBppAtl BAl CODES (ALTERHATIVE IV) PROPOSED S UBACTIVITES (AlTEHNATIVE VI) 

(6301) Cariii Bgyelopint M Tgalning (Lqeil) 

Insludis ill tim away froi raplir jsb iiiipant?^ far 
ouMirvlce and In^iirvica lUff troidn| for mtit iml^mL 
Includoi tk tim q! thi trdnln| Pi well is ihi tuim for 
both central offi^i and Iml sffiei Iisplejiint ierviee 
Oiployiii* 



" tim ipent for tralnlni OB^lhe-]ob In lU flQtual work iltuatlsn 
ihfluld be eharpd to the ippropriau activity Qodi in «hleh 
i\\t work and tralnln| aifi bilny perforiedi 

- ttai qf ihi inim co[idiictIn| triking guEsidi the apnGy to 
oEhir governraenyli social and oonynity aiiney pgrionnil ihsuW 
be eharged to Codo 5MU ComUy iirvieoi. yberi auch tnheei 
ore Incliided part of Ihd regular ii'liidyk of Efiining givin 

■ : to SUU ES liiiplQydi^, ilie nniy {hy tnilnar la ehirged to 

; this CoJg (6301, Cm^i Mnlom^ and Trilning). 

(hill) ^^mi_miMvikM (Cintral) 

All timt^ which can hi rglatid dlroetly Eo iU idiiniitfiilan ind 
supifviilfin of tlii Um manpswir prg|mi ihsuld bi ripsrted 
yfliier Ihi^ yody. Ttai requeitid undar Ehii ^odi prlifiarlly involves 
but h not niEissaflly liiiEed to ik perfananci of thE following 
functional 

- ilsi qf ths Effiplspnt iirviei Dlrislpr and hla aiilgtantSj and 
ili line perionnel in the cintrai or district offlcei ingapd ^ 

. ^ A In nianiglng and gupirvieini eiiplopenti fcfalnin|, and rilaEid 

\ uv ffianpywtr oporatiQni. Um apont In direct supervl^isn of 

QpiUllng fynetlons ihsiild bi diaried to thi function being 
iyparylndi i.a.j vorklni supervliof of a c^nEral Job lank 
plactiinE unit ihsiild charp lo ictlvUy codi^ 3313 i Job Bank* 



m 
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immmi iv id mmmii vi) 



llajMCWlIiJiTfMATlVE VI) 



will) ^mmm mi ImmMm (S^mf^n (ssntinuid) 

- planning, dmiUi, mi mmimi «ite Md Iml ulflca 
Opiracigni; 

- tosiopini, laplmnElni, and ioniEarini plans of sgrvlM; 

- lEEinding omm mtmm md iiehni d mkmm ii will 
as ln=8ffi£i stiff leiEinp gj,^ MnfifeKai desUng vith mnll 
mm PMbliis, policies, procadutii, pgwennel pwyeii, «c. 
(Tine ipsiu at Mgtlnp and ceniereiiegi within sf outslds thi 
iCfflcy. rdflted w a spicifir funeEienal ifaa ihauld be charpd 

to dig apprapridti ruiicLluiiiii Mtlvlty eode.); 

' Fparlng and verifying dita fer local office i^i,^^ 
and gthar naEritive and lEaiistlcal operltini reportii " 

= oEfici sfifvicys (iwitchliBJri apiraEion, Mil servlci, etc). 
Staff Teehnieal ie fvle^^ lr,.t..i\ 
Include tliQ ipynt an the followlni aQElvltiii; 

publlclzlni and/or explaining requlrojifflta sf tk Fan LibeE 
Cuatraetor EiglittaElon kt fFLCIA) at thi icflte levtl; 

- recilvlni and EranBittlng applkaEioni for riilitiiElon 
ynder thi Actj ' ' ' 

- rficqlvlng and tranmltElng eoBiplalnti lade apiniE Kgistefei 
fani iabflr Mntraetofi. 



2fil 
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AfPiraC. glUTlONiHiP OF Slllii iETAI LED BAND gODlS 
UlACTlfiTiES Wilis " 



lENATlVE IV AND ALTEWjATIVl VI) 
-FRQFOIID SUBDETAIL BAND CQDEMAmATIVnV) PMED SUBACTlVlTEi fALTE 

Ineludii all ftiiiG of psnipinE anil pfQ|ras s£a£f it ihi Slati and 
area levii (sueh as ianfigisaiil inalyiEsj ^Umm EaehnlniiMj 
yeulh, oldir worker, and ilnofity group ipieiaUilSj itc.) in de* 
veloping and 8rg.i!ii?iin| raiEifiali, p§fferaln| fungtlonal iuparviilsB 
BBnlEorini contraeEi, cenduEEing ivaluationsj iHindlni eonfeEengci 
or prevldlni Eiehnieal aiilslanci Eq laeal or eintfal office 
liplgysGnE lerviei sEaff or Ik publle in laEEiri afficting Ehglf 
pifEigylar area sf wsrk, 

(6311) Career PivilspiiieiiE aiid tFaial ii^' (OtiiiEral) 

Ineludii ill Elsii gptnE atfiiy Ifei rigular job iiiigriinEs fsf 
sifviea and In-sifvlcQ sEaff Eialning for cafiif devalopffliaE or 
on Easipsrafy deEaii eulslde EhQ ageaey, Indudii Ehg Eioe of Ehi 
Efalnif ai will as Ehg tuim Est both eenEral effica and leeil 
offke Eiployffianc Servlea iffipJoyeiij 

iKEgpEtons; 

* tlfflc spinl for ErainJng sn-Elii''jgb in Iha aetual work iiEuatien 
should bi charged to tihi ippropf lali acElvity codi In which the 
work and Erainlni afi being pirfsriidi 

= tlia of the Erainif eonducEin| Eralning euEiidt Eha iginey le 
other lovornniintil, ieelilj and coisunity agency pefeonnil 
ihould bi charged ta Code 55^1, Cotmunity iirvicei* Whgri sych 
trainees ari included as part of the replaf seheduli of Efiining ' 
given Eo thi ItaEe Ei iiployeei, the tliui of the tralnir is chargid 
to this Codi (6311, kmt Devilopnient and Trsining) , I 



APFraiKfi. GR OSaiLB OF AeTIVITIEa IDJpBACTlVITlEe 

TO TiiiDrtAiU im mi 



nmm i^.vium and suMCTivifiEs 



lUiDmlL 
BAND Gm 



mfom mimm and lUBACTwmii oypUTs 



im mm 



. h mmmnmnmmm 

, Ffoioiioni job lilri 
I Advirfiiing 

i Mit3?y Uhml Arran|iiint| ligii UI, Mhn 

Mi lia^i 

CMunk)f Groupa) 
, hmml tmtm er Indivlduil/iioff MmA 

ImU Aeilvltles i 

, Iniiial AppIicon^/iEiA infmaClon Ixehanga 
, Hinurity Appll£an£/S£SA ApprinclQiiti 

, Mmd U Non^SISA 
i JIB Frovldon 
i Sylii^duling for Incarviiw 



51U 
3111 

51U 



mi 



m 
mi 

5113 

sua 
sui 



I mimt nmn mim mmi 



Qutfig Eh AEtlvi6v_(jutpui:§ 



, ApplicinEMvarangss §f jiA Sirvlci Aviilabllicy 
, Appllcin^/SEBA Office imm 
I AppllcinE/EESA Saliidulid Intirviiw 



intake Acclvity Mnu ' 

, AppUoant Ayarinisi §f iirvlce Need 

, Appllcanf Awiriniis of Appriiitlliihlp Ffsgfil 

, AppilcanE iihidylod interview 

I ApplicinI Awireneis d Job Hiikil Opcnlngi 

i M4M Service Freviiion (By nifirfal) 



mm 

5111,3114 
5111,1114 



Jilt. 

5112 
5112 
511] 



Siiignsitlc Aiieiwnt Agtivltles 

, Appllcant/SE^A Infonaiion Ixchange 
i Job bank/fill Inpui 

^ Minyal 

^ AutsiaUd 
i testing 

- ApLUude 

- Inloriil 

^ Achleveiienc 
, Siferrai la Nan^ESA 
, glienl/lliA lirvlce flan Sevelopienl 
I Service Schiduling 



5U3 
5313 



im 



SlU 

mi 



DiignoaUc Aiiesiiini AEtivlEv Oiitpyli * 

. Applicant Oiii Fill ^' 5113 

1 Till Eisyh 5131 

i m4Uk iiivici (By Hiforfel) Pravlgion 51U 

I ybpr Supply inforiiUon lecordi ' 3113 

i Appli^Qnt ApiiUdQ/lnUriit Prgfili S131 

I Applisini Awirencis of Job Qualiflcationa and FdUntial 5131 

i ApplicifiE Avirinosi of l^ploynignl: CivelapiinE ieifvice Needs 5U2 

I li^plsyabiiity DeviiopinenE iervlci Plan/Bchiduli 5UI 

. Job Hatch Fhn/ichidyli 11^2 

, «ark M CifEificitian for Ui 5113 

, Vofk im Cirtificitian for Helfifi 5113 

tiiE CerElficaUon for Food Stiipi 5113 



feERIC 
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ismm h mmm or acti vities m iOBACTiv iiiEi 
TOjiimiiiLBMCDCEs 



I mum mm Awivniii 



|iple\ 



iyppef tivs Si 




HgjOuMi HflblliuiMan 



'iVilspisnl 
m 



• OecupiEiflnal chaigi ggunsiiing 



BAl CODES 



(AUiwiATiyEi iv^ V m vi) 

PMFQSID mi^m m mmmrm mm^ 
I miim PEpoiss mm mmi 

mmMlitf imk^m^t tumm Unu, i.M.H>^^ 



mi 
mi 



m 

5121 
IU3 



! OrleittjitlSB 

i tmlmi Mmm * Cliint/itiff 
Casilaad CdiifgEgnci ^ Staff Qflly 
ArnapfliiE far AppriiitiMihip 
Afraniewut for Syppertive iirvlcis 
AEtinniMnE for Tfiinlfig 

S.^^ tfl Eniir Appfaaiiciihip mpm m 

mi 



mi 
mi 
mi 
m\ 



. iKA/ffiiaifl| AgiDsy Apeioat 
EiplayablltEy 

i Arriniiiint Ut iupparEivg iirvlce 
. ArfsniiMBi far TrilMBg 
. Mitul to iuppflrtiVi iirvlEi 
. Eifsrrii fof Inlnlni 
. Iflforiid M Hijjy Indivlduil 
. Job HflEeh PlflB (Osaypatloflsl Cgal) 
• Appreackeihip Miml 
I Mmsl Eo AppfinEieislip RififrBl 
. Foll§y.yp Rib 



im mm 



mi 
mi 



S211 
Ml 
5211 
. 5211 
5121.5143,5141 
M21,S»3,5U1 
5211 
'3211 
5211 



WER PROCiiS 



■206 



2. mmu pEOEiii activiiiis 

• AdvirEisini 

i FroiioEJlon - San^tiff, e.g., ^ 

' ^^^^ • ConEMt, i.g.roiiMirflf t,mm 
AiiBciiElons " 

. CfiflpHativi AfMniiiMnE DivelopieiiE, f,|„ CITA 
Ms Mklmm AeEivlElea ■ 



i'liple^'sf On-iiEi VlsiEi 
horn IflliclEflElon 
Hail SelielCaEion 



5111 

mi 

mi 

m 



mi 
mi 
mi 



h mwm mm mim mm 

i 

tiplBygE M mth Utm M^ s 

. Ifflplsysr Ayireniii of Mk km AvalkbillEy 
. Isployir Inquiry 



liployeE 



Votoarv Ordar SoHftEatioB AaEivlEy fluhg^ 

i lapleyif AMriBiM of SKA Sifvki AviilsbiUEy 
. iiployir Inplfy ' 
• iEplsyir Job Ordir 



1511 
3311 
3311 



SSli 
53U 



i 



APPiNDiKP, mmm or ACTivnui m mmimm 

(ALTIiATIVIi IV, V m VI) 



nmm activities m mmmm 



SIlBOmiL 

m mu 



PROPOSED ACTIVlTIli ASD iUBACTIVITIil OUFUTl 



S'JBDETAIL 
im CODES 



I mmti FWiii ACTiviiiES 

Hffljg^flty LiitiBg Aetivltlia 

» Hoflilsiary Listing CoipUinei iDveicij 
• lisgipc and Eivieu ol Eaployer Llui 
ii of tlployer le 



aties 



i fbaiig iollcltielsn/Enforeiniint 

J;)! Cfuaglon^AetlvUtcj 

t liplojfer ^mtm 

. Job SEscfuoturing 

i Job HPiiulringiit iidlflcadsa 

i klmli% Job Vineflts and Condi Elong 

. Subgidiied Job Deviiopiant, i.g,.^ OJf, Ulf m 

, fliiynclil Inccfliive Jeb Davqlspimti iig. t M Credit 



Fani Labor Imlmi bMtim 

, InlUil tlUlfm Labor Contrd§c$r (FLC) iBfi^rni^inn 
Ixchanp 

i laiuc Few ts FLC fBf Ri|l|triticn 

. Ttsnifilt Si|iilHtlBn Fsra to Eqleyiant Slandardi 

Adalnistritien (ISA) _ 
, iirir FLC Job Ofdif 

Avatlablg Jab jdeitifieatioii .Aetlvijlea 

, Kevlew ef Claisified Adi, Trade JeyRiali, CEC 

Aflflounceignfi, itc, 
« Agency AijeEiiEiBRi eiCi, ConticE 



mi 
mi 
mi 
mi 

3511 



!52l 

mi 
mi 
mi 
mi 



mi 
mi 

mi 
m 



mi 
mi 



mmu iiRvicE ACTivm mmi 

mktm Listing ktints Mmti 

! Liitiiii Coipllanci (Liiilliplreiinl.iMlifartion) 
, iiplsysr A^ifiniag af^llAlirvlsi AvaiUblliEy 
, Isiploygr iBquiry.., 
hi 

j o_b greaJlBn Activity jutpilta 

> Rastryqturgd Jsb ContinC 

i Hodifiad Job Entrinee HequirgBanCg 

. Altered Job Beniliti end Mltlsns 

I iubiiillid Job - OJT, fSE, M lifperiiBei 

, Job WlEh M Credit 

, Eipleyir mtmM sf IIIA iarvici AvilliblliEy 
i Esiployif Inqulfji 
i inployir Job Ordir 

Fall Labor EiiiplBvif Aetivlty Outputa 

I FLC Awargniis of Rigiicration Riquirininti 

I FLC Reiiitfant Accepted 

, EC Sgiistirgd with lU 

, FLC Jflb Orders 



Avjllibli Job IdeniiflM^loii Outputs 
. lUh kmmm 5f Job Availebility 



mi 
mi 
mi 
mi 



5521 
5521 
3511 
5521 
55n 
5521 
55n 
5521 



6201 
HOI 
i20l 
6201 



5521 



t 



3. JOS TOII pgOeill ^gjjyjjjll 



Silistioa.lnUwliH 
CleiriMt fer Jeb Sifirral 
Jflb Intmieu Schidttll'tii 
Refirril iaM epinini!; / 
Client ^flb Iflterviffl Support Viilt 



10 THE p 



ETML EAND COdIT 




IIHG 



J312 

5311 
5312 
J112 

mi 
mi 
m 
mi 



Jsb HaEehlft)j AeHuf^^. fl,|^p„f^ 
- eUinE/Ji)b(i) HiMh Hit 



■ I3lj 
'5312 



' ^eheduli of Mmtit Mmisi 
- Oidir Rifirralfor pUiranEt 
iev Scliiduled 
td jsb Openings 

lid ClIint/iiA Job Imnlm 
i interviiw 

■ M VafifiMtien Fob {MlM Jeb) 

■ Heiilniijob 

j^lfljfltlon/Foi!mi,iip i.H..|f^. f,,,^^,,,^, 

i Job VirllUatlsB Fora (Virlfled m 
,i Sitainid Job " 



. Duvekp Md DlajaMlniii Ub^^ 
" Applicinii/Pablic 

" ^^loyifs/induatfy 



ic LABOR HASKFT mmqe mmm 

h LAISRI 



! 2. 



FAHH LAiOH HAfiE iORVEY ACflVITlEI 



;10 ' Convey !/a|i kveli to Appta; " " 
. Fiibiiih Finding is yap imkti by gwp 



5611 



3611 



mi 

5611 



* Wof Msrkit InfflniEi&ij Riports 
- Job Inforiation iyiiii 

* ipaelal Labof Mm u^ms 



'a 

. m Avaffaeii of Uveli by Crop 

iss of Uaii levili by Oro 
ige itaadsrdi by Cran Eipert 



iyiOETAIL 

BAl coni 



J3;2 

53« 
5312 
S312 
S312 
5311 
5312 
5312 
5312 
5312 
5311 



5312 
5312 



m 
mi 

5511 



mi 
mi 



ERIC 



I mm immn) mmm mimm 

, luUiih Mk Eiployil FrplGgllqs iirvicis 6101 

KciOlvi iiSA SgEvici eolplflinll 8101 

' i hkx EsplDyea Coiplaints io AppropilgEi Apaoy SlOl 

, FolMp Ki^olutlen df CaiaplginlS §181 



2, FABH mm immm) mimm aciivitiii 

' , K^vUv Jnb Ordezs fdf l^'ap Loyil^ ygfklni OondUionOi 
, Verily Cfiiiipliinci with Imim On-liU ViiiU SiOl 

I mm tmt activities {mmm) 

, Calliet Oati on IlAl an Fim/Unloni Adversily AffiQtid 

bj Trade ilQE 1611 
I Mmiim AppUcpnl lUilblliEy fflf J§b Baitch/ltleeiilea 

i i£fiyn ApplicanU SSU 
, l^fi^r Appilcinti CO 1)1 5£U 

i BEuvER mikm kmmm 

: , Ag^epi; lipkyir GcipUlnu CQnciniki lUk Sifvkii 1101 



lUlDlTAIL 

SAND CODES 



I mmil (APPIICANT) fRQTICTlON ACriVm DUTPliTi 



, Isployef/iiaplopa (AppUeanl) Awifinesi of SIBA Isployie 

. Fllid E&iplDvee Coiplilnt 6101 

, ilpravid illA Sirviii ^ ilQl 

I Eisolvid inployii Coiplilnt 6101 ^ 

i Eiportid Coiplllnl ^ SlOl 

, USA iufi of Caiplilnt mktim ' M 

I Mil LABOR (A!PLieANT) FROTECTION kmM OlITPOli 

I Jab Ordir in Ooiplionea ' $201 

i EESA Awar^floii of CsipUin MOl 

1 FOMlON Mi ACT OUTPOTS 

, EKA/ILAB A^lfineii af Flr^/Untons Advirsgly Affietld by 

frgdi AeE Mil 

I Applioint/Aviriniii pf Allo^anct lll|lbility Ull , 

i Applieiflt/Ul Uhml , MU 



i liLOlflR COflPLAlflf ACTIVm OUTFOTi 



, Filed Isployar Oaipliint llOl 
i [;esolvid Eiployar doiplglnt SiOl 



Alpimp. mnmi of mm m AUjACTiyifi Ei 

TP THE jlllDETAILiM i M 

{mmmu 1% y m vi) 
iUBOmiL 

lAND coDEi FSiiPOSED AnTiifiTiEi m iyBAciiviiiii mm 



212 

ERIC 



2i3 



mmw mimm m mmmm 



(ALTEiNATlVEi 1% V m VI) 
syiDHTAlL 



I MLoifEii fiocianniviiiis 

EUtliNpiElfie Job OrdeF Sn^icitatteh Aetlv ltiaa 

* Iipieyir Dn-Site Viilts 
t flioni golldutiea 



Order liking Adtlvlttea 

. CinEEnl grdir liking 
, SsllGiiatidn Mm Taking 
i Job Bank Input 

• Hliiyal 

<• AiiEPBiltifl 

umkm Technical Agglitanee AeHvii-iga 

. Hork raree lekeWon Aiilswnc-i 
Hofk hm Dyvdopiiiint Aiiiiianci 

. . Uork Force l!tiliiiti§D Aiilitinee' 
Hoik Urn stabilisation Asiiitanci 

* litfliig FDlioy Agglitsnei 

# Job SpiclfUailon Aisiiunei 

# Fundtlonil Job Analysii Aiiiitinei 

* WenEifylng Troinlng and Imln Mk 
i KEO GoinplianEi Infofoiatldfl ProvUion 

. Affimtlvi Action plan DivelopseBt 



3!12 

mi 



mi 
m 

5313 



5521 
5521 

m 
mi 

5521 
1521 
5521 
5521 
5521 
5521 



h mimmmmmmm 

ElienNpigifle M Ordir goUcitatioa Mmti 

* SiSA AwafiBiis ef M AvallablllEy 
f liployir Inquiry 
i iiplsyif M 



. UmM Ofdir 
I Job Isnkj Order Llit 

- LiiE Frintoui: 

- Lilt Dlitrlbytisa 

iltog^ Teshfiteal Jfjiitaflgg Activity hmu 
^ Job Orders 

i Eipleyir hmmm of BilA Sirvlii Avalkbillly 
i. liprsvid Haflpflwir lmm% UtlUytlgn 
^ Restruetyrid Job CQntgnt 
= Modified Jdb tfttfaneg Eepiriwants 
-Mid Jab lonaflEi and Cflnditioag 
= SiibsidiieJ M 
. ■ * M Wtb TaK Credit 

. - Ilspkyer Awarciioii ef EEiA Ecrvlci Ayaikblllty 

- Elplpylr Inquiry 

- laployer Job Ordir 

! Aiiigtod AA Flan Davilopagnt 
i EiO EDinpUanoe 



mmii h mmm of mviim m ivimvm 



PRCrO^ED ACTIVITIES AND SyHACTIVniM 



m mm 



m AND SUBACTIVITIEB QWm 



h {MHlGRATIOH/ALliN CEaitFICAIIOH ACIWITIES (AOlSCif) 

. B*ciivi M^mU lot Infomieinn RiqudREd m Qeeupatlsnp 

Soyght to be Flllid by talifonEi 5331 

, Coiidiirt Sumy cf Dosonle terk Availability M 

i Dettrrine FoUiUial Mmk Mkx Adverii Utm I'M 

. Uftlfy kllm ApplieaUon 3331 

6* lEAlER CEWIFIMION ACIlVlTlEi (AGEn) 

, Collect UaU for ESA on Experlgney Mhi Availability 

for Orcupatioa and hk.j jj 5W1 

. imim "Uanier" AvolUbility M 



I mm mm policy mm u mn m 



, IttrnElIy iiigl! UiieiiiplQyidnt kun Undir Ijf 14 !5U 

. Puyllsh Lisc of M Ik Mi|i!jlliEy Ariis 5311 

i Initial MlWS Ik U^pt mtm 5311 

* Hall mm 

^ Huml C&ntict 

i Eiviiy Fr^ferenci AppUqation 53U 

i hm Frgftfince WrtlEleiti 5511 

. Kotlfy Oofonii CgMract ApnEy of ta-Osiapllinee 3511 



S, MORATIOH/ALIP OITIFICATION ACTIVin OUTPUTS 

* MM, Avaronifs of liaiilgrnn^i (leeuplEionAl Deiand 5531 
i ^EBA/talpirntlcsn AwgroRggi of Doieitic MUt AvailrtillEy 5511 
, ^E^A/liilgfaElfln AwarTOiB of AffEpr of taiprant Hire 

* GfiftiflciLloii/Hej^cUon 5531 



LEARNER GERTlFlCATIOH ACTlvm OUtPilTS 

. EBA Awaranesi d ExpefiiniDd 'i^orkar Aviilahiltty %\\ 
* Uk knmm of Immt Supply 5fiU 



I mm mm policy iiiiiance ih activity ouifUTi 

. ^ISA Avnrtfliis of iigh UniPiployiont him Under PHP U 33U 

, DH? 14 EllRible Area Fublleatlsn 5511 
* DHP Ik Euiployef Atfifineii of PrefiFeflQe CortlflcaUon 

Ry^uirydigiUs 5511 

i AooeptDd/Rojeetld Pfeferonei AppUqaElon 5511 

i KIF 14 Imployir PfgNrincg Cirtifkation 5511 

, SMA Av/irene^d of W Ik Enployar Cpoiplianac/lJon-GonipHnnci 5511 
. VioLuioii^ Hgported 



2;i7 



I ERIC 



L ISTING OF BASIC ESMS DAT A ITms 



Itmms are listed In the _order in 
which they appear in the manual. 
Items are not repeated when the 
Item appears torice^ 

This listing of data items makes 
up the universe of ESARS data 
available to the PMS, 



2 8 



FORM ES 511 - APPLICATION CAM 

AND 

FORM ES 511C - M^PLICATION CORRECTION CARD 



The appllcatlQn card is cQmpleted for all 
naw applicants s Including partial applica- 
tion. The form is designed for partial 
self-completion by the applicant* 

The 511C is used to provide data omittedi 
correct erroneous datap update certain 
characteristics and record some changes of 
status* No new items appear on this form. 



2 t9 



DATA ITEMS 
FOI^ ES 511 APPLICATION CARD 

*1* Social Security Ni^ber 

*2, Applicant Type 

3. Summer Youth 

*6, Name 

*7» Address 

8* Talephoaa Nu^ar 

*9, Sax 

*10. Birth Data 

11* Military Sarvice 

12, Citizenship Status 

13* Nu^er in Family 

14. Family Income 

15. Earned Farm 

16. Applicant Has - 



17, Willing to Relocate 

18. Union Membership 

*19* Highest Grade Co^leted 

20. Special Schooling 



DESCRIPTION 
= New Applicant 

- Previously Partial Applicant 
^ Renewal 
Yes /No 

Last, First. MI 
Nu!sber, Name 
Niu^er 
Male/Female 
Month/Year 
Month/Year Entered 
Month/Year Released 
U,S, Citizan/No 
Number 

Annual, Dollars 
Farms Nan Farm 
Tools 
Auto 

Driver's Llcensa 

Chauffer's License 

Yes /No 

Name /Numb a r 

Grade 

Name 

Course 

Length 

Date Ended 

Degree 



*Fllled out on Partial Applicants 

2^0 



DATA ITMS 
fOm ES 511 "^PLICAIION CABp. 



DESCFIPTlON 



21* Occupational Title 

22* Months Experience 

23. Occupational Code 

*24* County 

*25* Ethnic Group 



^26* Spanish American 
27. Handleappad 



28, 
29. 



30* 
31. 

32, 



33. 
34, 



Acceptable Occupational Pay 



Othar Vaterans 
Economically Disadvantaged 
Waif ara 



Food Stamps 

Seasonal/Migrant Worker 



Primary /Secondary ( 3) 

Number of Months (by DOT code) 

4,5p6 or 9 digits 

Coda/Rural or Urban 

White 

Black 

American Indian 

Other 

Yes /No 

No 

Physically 
Mentally Retarded 
Mentally Restored 

Dollars s Corresponding to Occ. Title 
No 

Recently Separated 
Vietnam 



Other 
As noted 
Yes /No 
No 

Mandatory WIN 

Volimtary WIN 

Non WIN 

Other 

Yes /No 

Yes /No 

No 

Farm Worker 
Migrant Farm Worker 
Migrant Food Processor 



Bv 

Disability 



*Fliled out on Partial Applicants 



22i 



DATA ITEMS 
FORM ES 511 APPLICATION CARD 



35. 



Registration Date 
Bent Status 



*37. Claimant 



38. CETA 



39, Loeal Office 

40. Station Dask 



DESCRIPTION 

Month/Data/Year 
Part Time 
Full Time 
Not Working 
Jab Attachment 
No 

Uli UCFE, UCX 

SUA, FSB, UCX, UCFE, TRA 

No 

ES Prime 

ES Sub cant rac tor for Employment 

ES Subcontractor not for Emplo3rmant 

No Contractunl Agraemant 

Identity 

Intarvlewer Idantif iGation 



Previous Job Data - 



Employer Name 
Employer Address 
Type of Business 
Duration of Employment 
Ending Date 
Pay 

Reason for Leaving 
Job Title 



♦Filled out on Partial Applicants 

o 

ERIC 



ES 508 - APPLICANT/JOB QMER TMNSACTIQN 



Tha Job ordar transaction is used to report all rafarral and placemant 
daCa Clncludlng mass placemants)* It is also used: 

(1) to report the following transaetions 2 

- job davalopment Qontacts 

^ referral to supportiva services 
^ comisellng 
^ tasting 

^ applicants in training 

^ negativa rasponsas and rasults for food stamp applicants | 

(2) racord status chmgass 

^ renewal 

- Inactive 
^ s us pans a; 

(3) to report changes and corrections; 

(4) to raport local of flea contacts , including recontacts | ttd 

(5) to dalate inactivations. 



DATA ITmS 
worn ES 508 ^FLICANT/JOB OMER 
TRAK5ACTI0N CARD" 

1, Date 

2, Local Office 

3, Station/Desk 

6, Trmnsaation Coda 
7* Job Order NuBobar 
8* Oeeupatlonal Code 

9. Appointment /Corract ion Data 

10. Clearance 
11* Results 

12- Referred From 

13* Social Security Nimbar 

14* Applicant's Nme 

13« Mass Transactions 

16 « Status 

17. Job Davalopment Contacts 

18* Referred to Supportive Service 

19- Counseling 

20. Tasting 

21^ In Training 

22 Food Stamp Applicant 



DESCRIPTION 
Currant Date 
4 Digit Code 
Staff Me^er ID 
Add or Delete Activity 
Referral Number 
6 Digit Cede 
Date of Action 
Inter/Intrastata 
Interview Outcoma 
Source of Job 
9 Digits 
Surname Plus 
Code 

Renew, Inactive, Suspense 
Number 

VIC Rehab, Other CETA 
Individual 5 Group, Position 
SATB, GATB, NATB 
Proficiency BOLt, Other 
CETAi Job Corps, Other 
Yas/No 



JOB OroSR FORK 



ES-514 

Designed to reMrd job order information, 
Complatad by the appropriate staff meE^er, 
Should include both agricultural and non- 
agricultural Jobs, 

ES-514C JOB OMER CO^ECTION is used to 
correct or add data. This form has no 
new data items* 



DATA ITEMS 
FORM ES 314 - JOB ORD_ER_C^D 



DESCRIPTION 



1, 


Job Order Number 


Local Office Number 


2, 


Occupational Code 


9 Digit Code 


5. 


Employ a r 


Name 


6. 


Employer's Address 


NiMtberi Name 


7* 


City 


Name 


8. 


Scate 


Name (abbr.) 


9. 


Zip Code 


5 al g its 


10. 


County 


3 Digit Code 


14. 


Occupational Job Title 


Title 


15. 


Whom to See 


Name 


16. 


Telephone Number 


7 Digit 


17. 


Order Taker 


Name or Initial 


18. 


Order Time 


Hour/Minute 


23. 


Order Date 


Month/Day /Year 


24. 


Local Office 


4 Digit Number 


25- 


Station/Desk 


NMie 


26. 


Category 


Type of Opening 


27. 


Clearance 


Interstate/ Intrastate 


28. 


SIC Code 


4 Digit Code 


29. 


Ownership 


Federals State s Local , InternatiDnal, 






Private Sector 


30. 


Delay Verification 


Days 


31. 


Openings 


3 Digit 


32. 


NuB^er to Refer 


3 Digits Referrals 


33. 


Duration 


DaySs Specified Range 


34. 


Pay 


Minimums specified 


35. 


Unit 


Hours Day J etc. 


36. 


Hours Worked 


Number 


37. 


Experience 


Minimum Months Required 


38. 


Education 


Minimum Years Required 


39. 


Minimum Age 


Years 


40. 


Teat By 


Employers ES, Other 


41. 


Physical Demands 


Various 


42. 


Working Conditions 


Des crib e , Ranges Given 


44. 


Job Summary 


Other Inforiaation 



APFENDIX F 
PILOT STUDY DESIGN 



This appandix contains the foi:TOs and 
details the procedures used eo collaat 
the PMS data on--site. This design has 
Ineorporated refinements from the on^ 
site datacollected In Georgia, It was 
used at two locations In New Jersey, 



STUDY DESIGN 

The study deel^ utilises a co^ination of work measuraraant tachniques 
In order to both identify tha diatributlon of tima batwaen a variaty of 
activities and to identify the specific increments of tima spent to 
process applicants* ^e distribution of time is requlrad in ordar to 
datarmlne the output/input ratios of significant SESA activitlas* Tha 
incramental tliaas are required in ordar to ralata services provldad to 
the value added to the client receiving those services* TOis lattar 
data can serva as a basis for developing predictions of value added to 
clients as a function of the services provldad and the cliant profile. 

The study dasign utilises assantially three saparate work measuramant 
techniques which in combination provide a comprahansive description of 
the agency activities, Thm time laddar technique Is widely utilized as 
a basis of ascertaining the distribution of time to various activities, 
Tha job ticket techniqua is utilised to teach time expended on specific 
items or Individuals as thay flow through a system. The work sampling 
technique Is utilised to identify gaps or services which might not be 
related to a spaclfic item or Individual but must be accoimtad for 
never the lass* 

In establishing the study design for the SESA it Is nacassary to categoriga 
the major activities in order to batter understand tha role of the valous 
work measurement tachniquas* We have sequenced the services provided 
into four major process groups. They arai 

* Applicant Process 

• Employer Process 

, Job Matching Process 
Other 

Within each of these groups are a variaty of activities, A specific 
measurement technique is utilised dependent upon the nature of the 
activities. Exhibit 1 on the following page displays the measurement 
techniques to be utilised for each activity* 
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In the data collection process the e^loyaes of local office must be 
segmented much as described in the exhibit* Employees who deal pri-- 
marily with applicants will be required to utilize job tickets to identify 
the time ej^ended to provide various services. Employees who primarily 
take job orders and who interact with the employers primarily by mail or 
telephone will be required to utilize time ladders. Employees who have 
personal contact with employers primarily in providing technical assis- 
tance will also use job tickets. Some might be required to utilize 
both. 

The entire office will be included in the work sampling studyj however, 
this is an independent effort and will require littl'i i ^ ^^^v assistance 
on their part. 

The work measurement study requires a detailed structuring of SESA 
activities* The structure established is similar to the functional 
activity codes of the time distribution system but is in much greater 
detail. In total 34 major activity codes are utilised. Several 
additional codes are used to identify support and other activities* 
The significant codes and the definitions are shovm in Exhibit 2* A 
detailed definitional structiire corresponding to these codes is given 
to each employee for reference during the measurement period* 

The utilization of job tickets is quite simple. At some centralized 
point, normally the reception desk a job tickets shown in Exhibit 3 
is attached to each applictot record card. Then as services are 
provided in support of that applicant the appropriate time is recorded. 
The significant factors to be kept in mind are first that it is not 
a measurement of the applicants time to receive services but a measure- 
ment of the time spent to provide services. Thus, if self filing is used, 
the^ receptionist would only record the time spent in explaining what was 
required and reviewing the results. Also where more than one applicant 
is processed simultaneously^ i,e,, group counseling, the total number of 
individuals processed should be annotated. 



APPLICANT 

PROCESS 



JOB MATCH 
PROCESS 



EMPLOYER 
PROCESS 



MISCELLANEOUS 
PROCESS ' 



OUTREACH 
MISC. INTAKE 
GROUP ORIENTATION 
OTHER ACTIVITIES 



RECEPTION 
INTERVIEWING 
COUNSELING 
TESTING 

CASE CONFERENCES 

EMPLOYABILITY 
PLANS 

SELECTION FOR 

m 



EMPLOYER FILE 
SEARCH 

OTHER ACTIVITIES 
JOB VERIFICATION 



APPLICANT FILE 
SEARCH 

SELECTION INTER- 
VIEW 

JOB REFERRAL 



OUTREACH 
JOB ORDER 
JOB SOLICITATION 
MANDATORY 
CREATION 
)E^ 

OTHER 



APPLICANT JOB 
CODE 

TECIICAL 
ASSISTANCE 



COMPUINTS ^ 
EMPLOYER 

FARM LABOR 

FTA 

MIGRATION 
LEARNER 

CERTIFICATIONS 
DMP 14 
LMI 



IMhit 1, Study Dealp Overview 
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ES PRODUCTIVITY STUDY - NEW JERSEY 
Eadilbit 2. Activity Codas 



AO - Outrtach 21 » Travel Time 

AR - Rtgistration 22 - Supervision 

AI - Interviewing 23 - Staff Meetings 

AM - Miseellaneous Intake 24 - Routine Reports 

AC ' Counseling 26 - Training and Self Development 

AT - Testing 27 - Assistance to Other Agencies 

CC Case Conferences 

AE - E^loyabillty Plans 31 - Personal Time 

AG - Group Orientation 32 - Delay or Stand-by Time 

AS - Selection for Training 33 - Lunch 

A - Other Applicant Activities 

41 - Non-ES Work 

JA - Applicant Related Pile Search 42 - Study Time 

JE - EHployer Related File Search 

JS - Selection Interviewing 

JC - Job Referral 

JV - Job Verification 

J - Other Job Matching Activities 

EO - Employer Outreach 

EJ - Employer Job Order 

ES - Employer Job Solicitation 

EA - Applicaait Related Job Solicitation 

EM - Mandator Job Solicitation 

EC - Creation of Job ^portunity 

EI - Identification of Available Jobs 

ET - Ei^loyer Technical Assistance 

T - Other Eiqployer Activities 

CA - Coi^laints - Applicants 

CE - Coi^laints - Employer 

FL - Farm Labor 

FTA - Foreign Trade Act 

IC - Immigration/Alien Certification 

LCA - Learner Certification 

DMP - DMP #4 

LMI - Labor Market Infomation 

CS = Community Services 
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APPLICANT PROCESS 



Outraach Activities 

- spent outside local offices ^ including initial contact and 
follow-upi to reach and bring into local offices individuals 
who do not coma on their own initiative but who require 
assiitanca to become employable. 

Registration Aetivitias 

- spent receiving individuals who come into local offices, 
making preliminary judgements as to the services needed, 
and arranging for and scheduling services within the 
offices* 

Interviewing 

' spent in initial or subsequent interviewing of registered, 
partially registered and non-registered persons to determine 
their needs for employment services, including completing 
new or updating former applications and related forms, and 
referring applicants to appropriate orgmizational units 
and/or other agencies for necessary services, (does not 
include selection interviewing related to employment which 
is Selection Interviewing) * 

Miscellaneous Intake Activities 

- spent on miscellaneous activities related to Intake, such 
as answering telephone calls, referring to other agencies 
persons who are not seeking eraplo>^ent services, giving 
out borchures, and other printed materials, and performing 
other work that involves incidental contacts with the 
public* 

General Counseling Activities 

- includes all time spent in counseling. individuals or groups, 
and such related activities ^ recording interviews, re- 
viewing and analyzing inforaation on counseling cases, 
arranging for and referring to supportive services, which 
includes coaching, that are necessary to assure implementation 
of the employability development plan and following activities 
to detemine the progress made by counselees in achieving 
their planned objectives. 
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Testing 

- includes all time spent in SGhedulingj administeringj monitoring 
and scoring tests or work safflple exarciseSj preparing reports 

of test results for unit activityj and maintaining related files 
Also includes time spent advising ES staff as well as employers 
on tests* testing techniques and related matters. (Includes 
all time spent in inte^reting test results.) 

Case Conference Meetings 

- includes all time spent on case conference meetings (with or 
without the client being present) . 

Develop Employability Plans 

- includes all time spent in developing employability plans 
(except counseling per se^ between the counselor and the client) 

Group Orientation * 

- includes all time spent in orientation which is designed 
generally to provide understanding of those attributes j other 

, then Job skillSj required to get and hold a job and is 

normally conducted with groups and covers such matters as per- 
sonal appearance and health, preparation of job application and 
related forms * job himting techniques j wages and taxes, and 
similar matters of employment related conceni. Also includes 
time spent In group interviewing for the purpose of helping job 
ready applicants and such special groups as candidates for the 
sunmer youth program, to relate their skills to the job market, 

Selection, Referral and Follow-up for Training 

- includes all time spent (except on assessment) in relating 
applicajit needs, characteristics, and circumstances, in the 
selection and referral to a specific training opportunity. 
Includes time devoted to development of satisfactoiy relation- 
ships with training facilities and follow-up actions including 
coaching to assure satisfactory adjustment or progress in 
training* 

Other Applicant Activities 

includes time spent in support of the applicant processes in- 
cluding filing registration cards, here the time cannot be 
charged directly. For example filing cards pulled in support 
of counseling and testing should be charged to A, however, 
filing new registrations should be charged directly to AR. 
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JOB MATCHING PROCESS 



Applicant Rmlmtmd Pile Seareh 

- includes all time spent in searching existing job orders to 
identify potential Job opportimities for an applicant. 

Baiployer Related Pile Search 

- includes all time spent iift searching applicant files to 
Identify potential applicmts to fill a job order. 

Selection Interviewing 

- includes all time spent to detex^ine if an applicant is 
qualified for referral to a specific job opporttmity. TTiis 
determination might be required because of jobs identified 
by the JIS mMual or coniputerized matchings or other sources. 
Includes time to call in applicants when necessary. 

Job Referral 

- Includes all time spent in clearing an applicant for referral^ 
scheduling the job interview and making the referral itself* 

Verification 

- includes all time spent in follow-up activities to establish 
that a valid job placement has resulted md that the employer 
is satisfied. 

Other Job Matching Activities 

- includes all time spent in support of the job matching process 
that cannot be identified to a specific code. 
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EMPLOYER PROCESS 



EO Employer Outreach 

- includes time spent in developing and maintaining contacts 
with employers^ including employer and imion organizationi • 
^is includes personal, telephone, or mail contacts of a 
general promptional nature to develop job opportunities for 
all applicant groups or to promote acceptance of or partici- 
pation in special manpower programs. 

EJ Employer Job Order 

- indues time spent in taking and transmitting a job order 
which resulted solely on a voluntary basis from the employer, 

ES Employer Job Solicitation 

- includes time spent In contacting an enployer for the purpose 
of solicitating a job order not related to an applicant. 

EA Applicant Related Job Solicitation 

- includes all time spent in contacting an en^jloyer to solicitate 
a job order specifically for an applicant* 

EM Mandatory Job Solicitation 

- includes all time spent reviewing en^loyer listings and reports, 
contacting employars, taking and processing orders which may 
result from contacts or otherwise in conjunction with mandatory 
listing requirements, 

EC Creation of Job Opportunities 

- includes all time spent in creation of job opportunities with an 
employer such as job restructuring requirement modifications, 
altering job benefits and conditions * setting up subsidized or 
financial incentive job opportimities . 

EI Identification of Available Job Opport^ity 

- includes all time spent to review classified ads, trade journals, 
CBC announcements on time spent contacting associations, etc. 

ET Employer Technical Ass .stance 

- includes all time to 'ide technical assistance to an employer 
including work force ilization, development utilization and 
selection assistance. iso indues time spent assisting on 
hiring policies, job s cificationSi functional job analysis and 
the identification of training and testing needs* Also includes 
time for EEO compliance and affirmative action plan development. 
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E Other Employer Aetivitles 

. - includes time spent in support of the en^ployer not 
Qlassifled elsewhare. 
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OTHER PROGRAMS 



Complaints - Applicants 

- includes all time taken to investigate and resolve applicant * 
complaints related to the SESA services* 

Complaints = Employer 

- includis all time taken to investigate and resolve employer 
complaints related to SESA services* 

Farm L^or 

- includes all time spend in support of Farm Labor programs* 
Foreign Trade Act 

- includes time to collect and analyze data required to identify 
firms or unions adversely affected by Trade Acts. Includes 
time to determine applicant eligibility and other required 
services* 

Iimnigration/Alien Certification Activities 

- includes time to process requests for occupational inforraationj 
conduct surveys ojp worker availability, determine potential 
affects and certify alien applications* 

Learner Certification Activity 

- includas all time spent to collect data for ESA on experienced 
worker availability by occupation and industry* Includes time 
to deteraine learner availability and to supply certification 
infonnation. 

Defense Manpower Policy Issuance #4 Activities 

- includes time to identify and publish lists of areas eligible 
under DMP #4* Includes time to review preference applications, 
give out certifications, screen hire reports and other activities. 

Labor Market InfoTOation 

- includes time to develop LMl for the applicant, public and 
employers, and to provide inforaiation by special request. 

Community Services 

- includes all time spent stimulating community actions, assisting 
in industrial and deconomic development, establishing a continuing 
and developmental working relationship with community action groups 
training other agency personnel, presenting information to groups, 
participating in civic functions and dissemination of labor anU 
economic information* 
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ACtlVITY CODE DEFINITIONS 



Indlrtet Support 

Tlie following Indirect Support activity codas describe UI related admin* 
istrative and training functinni* 

21 Travel Time 

- the time spent for travel to and from a point separated 
from the home offices for the transaction of Ul-related 
activities* Also includes the checking out and return of 
car to motor pool and preparation prior to the trip and put 
away after trip^ 

22 Supervision 

- plaimingj directingj instruction on the Job and maintenance 
of quality of operations. Includes preparation of personnel 
performance and records. 

23 Staff Meetings 

- group staff conferences for the general discussion of policies , 
procedures, personnel or operating problems. 

24 Routine Reports 

- preparation and verification of activity reports for adminis- 
trative purposes on a routine .daily, weekly and/or monthly 
basis • Includes preparing daily transmittals to Central 
Office, 

26 training and Self-Development 

- time spent in required review of literature, jouiiials, and 
books for self-development and effective perfoimance. Atten- 
dance at formal meetings. for the explanation of new procedures, 
law changes j etc. 

27 Assistance to Other Agencies 

- cooperation with other agencies such as giving esrplanations 
on the phone regarding legal matters and all other activities. 
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Personal and Delay 

Charge your time to a Personal or Delay activity code when you are not 
engaged in work activity. 

31 Personal Time 

- schaduled or imscheduled pariods of personal time, such as 
coffee breaks, time away on personal business, etc. 

32 Delay or Stand-by Time 

- unscheduled periods of time when personnel are idle* as a 
result of waiting for assignments, instructions or work to 
arrive. 

33 Limch 

- scheduled period of time away from work. when you normally 
take your lunch hour. If you work during the usual lunch 
time, do not use this code. Instead, charge your time to 
the appropriate product or activity code. 

Other 

41 Non-BS Work 

- time spent on non-ES activities, 

42 Productivity Measurement Study Time 

- significant amomts of time devoted to preparing time and/or 
production coimt reports required for this Productivity 
Measurement study. 



NOTE^ A trainee observing activities of a product code should charge 
time to the product codes in the SMie manner as the individual 
performing the product code. 
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E.S. PRODOCTIVITY STUDY ■ M JERSEY 

mmm m ticket" 



1. Applicant Nans 

2. SSN 



3, Rigr, Date / / 

4. Control 1 



Code 



Start 



Finish 



Coiiiants 



1, 
2, 
h 
4. 
5. 
6. 
7, 
8, 
9. 
10. 



E.S. PRODUCTIVITY SW - NEW JERSEY 
EHPLOYER JOB TICKET 
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1. 

2. Einployer Addresir^__ 

Coda Start' 

1. ___ 

2. __ 

3. . 

4. 

5. ___ 

6. • 

■7. 

8, __ 

f — 

9. ___ 

10. 



3. 
4. 



ta / / 



Finish 



Ooinants 



V ERIC 



Exhibit 3. Job Ticket 
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Ihe complatad job tickets can be picked up at the end of the measurement 
period. To identify their location^ however^ it is necessary to maintain 
a log of the job tickets shown in Exhibit 4* In this manner all job tickets 
can be accounted for* Since all individuals processed generally go through 
a central point, the receiptionist , it is imlikely that job tickets might 
need to be initiated at another point for the applicant , However ^ if 
this is the case^ the ticket must be recorded on the central log book. 

Job tickets utiliied for employer services provided outside the agency 
must be controlled through a centralized point. Employees contacting 
employers should initiate job tickets as required. Following completion 
of the task the coi^leted job tickets will be logged in the control 
point- 

Time ladders shown in Exhibit S are to be utilized by employees not 
directly related to the applicant process. Those using time ladders 
will be required to account for all of their time expenditures through- 
out the study period* In using the time ladder a hori zonal line is 
drawn starting from the beginning time for an activity across the "code** 
colunm* When the task is completed a second line is drawn and the 
appropriate code for the activity is written between the two lines. It 
is not necessary to draw separate lines for each item processed. Other 
activities including personal time^ leave, lunch and coffee breaks must 
also be accounted for. Detailed instructions, shovm in Exhibit 6, on 
the use of time ladders are provided to the employees* 

Work sampling studies will also be conducted during the measurement 
period. At randomly selected times during each day, each employee will 
be observed and the specific activity being conducted at that instant 
will be recorded. This may require some interaction between the work 
measurement analyst and the employee to identify the activity* A 
t>^ical form for work san^ling is shown in Exhibit 7* Opposite the 
corresponding time and the individual employee a code, designating the 




aetivity will be inserted into the box* The results will be siumnarized 
and utilized to determine the distribution of time* Individuals utilising 
time ladders will not need to be work sailed. Instructions for the 
work sanipling are shown in Exhibit 8* 
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Exhibit 4> Applicant Control Sheet 



Control # Name SSN Reg. Date Comments 



1 










! 


2 












3 












4 












5 












6 












7 












3 












9 












10 












11 












12 












13 












14 












IS 












16 












17 












18 












19 












20 












21 












22 












23 












24 












25 
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name: _ 

section: 



Exhibit 5. Time Ladder 

CLASSIFICATION: _____ DATF ■ 
UNIT: TOTAL MINUTES: 



TIME 

! 00 
: 05 
:10 

as 

:20 
: 25 

7 : 30- 
: 35- 
: 40- 
M5- 
: 50- 
: 55- 

8:00- 
: 05 
:10 

, ..i.5_ 

:20- 
: 25 
3:30- 
: 35- 
40- 
4 5- 
50- 
55- 
9:00- 
: 05- 
.•10- 
: 15- 
;20- 
25- 
30- 
J5- 
:40- 
: 4 5- 
: 5 0- 



LU : (10 
: 05- 
: J.0- 
:1D- 
: 20- 
:25- 
30- 
35- 



9 



CODE 



10 



: 40- 
:45- 

: 50- 
: 55- 
// '.00-* 



TIME 


11 


: 0 0- 




i 05- 




:10- 




:15- 




: 20- 




:25- 


11 : 30- 




: 35- 




: 40- 




: 4 5- 




-. 5 0- 




: 5 5- 


12 


! 00- 


1 05- 




: 10- 




: 15- 




: 20- 




■25- 


12 


30- 


: 35- 




40- 




4 5- 


: 50- 




55- 


1: 


00- 




05- 




10- 




15- 




20- 




25- 


1 .■ 


30- 




3 5- 




40- 


4 5- 




5 0- 



CODE 



(111- 
()',- 
: li) = 
• 15- 
: 2 0- 
: 2 5- 
2:30- 
: 3 5- 
: 4 0- 
:4 5- 

: 50- 
; S5-! 
3. -05 -J 



TIME 

3 



: 0 0- 
: 05- 
I 10- 
:15- 
: 20- 
: 25- 
30- 
35- 

4 0- 
45- 
50- 

5 5- 
: 00- 
: 0 5- 
: 10- 
:15- 
: 20- 
: 25- 
: 30- 
: 35- 
: 4 0- 
: 4 5- 
: 5 0- 
: 55- 
: 00- 
: 05- 
: 10- 
: 15- 

I 20- 
: 25- 
: 30- 
: 35- 
40- 
45- 
5 0- 



CODE 



24o 



1 ) 


liij . 




05- 




10- 




15- 




20- 




2 5- 


6 ■ 


30- 




35- 


: 40- 


: 45- 


: 50- 


' 53- 
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Exhibit 6* Time Ladder Instructions 



During the nexc several days we will be conducting a productivity 
measurement study of all Employment Service activities in this office. 
The purpose of this study is to determine the productivity of various 
types of ES services in greater detail than is now available. This 
data is necessary to establish an objective method to determine man^ 
power requirements in different labor market areas* 

You will participate in this study by identifying how you spend your 
working hours during the study period. Time codes have been developed 
which relate to either the products you work on (e.g., applicant 
intake, counseling, etc*) or the activities you engage in. You will 
be provided with time ladder forms to record your time during the 
study period. 

These are your detailed instructions for coding your time and filling 
out the time ladder* 

1. Familiarise yourself with the process codes and their defini- 
tions* The codas are divided Into product codes and ac£lvi= 
ty codes. The product codes generally relate to work done 
on a specific unit of production. Activity codes relate to 
more ganeralized work (sorting mail) , to indirect support 
(staff meetings) ^ and to personal and delay time (lunch) * 

2* Kill out the hundiiig of tiiu tlinu Iciilfk'r onrli tiny with ycnir 
name, classification, date, section, division, and unit 
names. At the end of the day, fill in the total time spent 
on the job, in minutes* 
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3. The tima ladder begins at 7:00, If your starting time is after 
8:00, but you actually begin working at 7iS0, for example, draw 
a line opposite the 7:50 time slot across the "Code" column* 

4. Enter the proper product code or activity code in the code 
column to describe how you spent your timep 

5. When you change from one code to another, draw a line across 
the coda column (thus forming a ladder) and enter the new 
code number you are working on. Draw a line across the code 
column only when you change from one code to another* 

6* The time ladder is divided into five minute segments. Do 
not try to record your time to codes that you work on for 
less than three minutes* If you work on many diffarent codes 
for short periods of time (lass than 3 minutes) see your 
representative from the study team* He will help you estimata 
the amount of time spent on each code* 

7, Report the total time you spent on the job from the time you 
arrive to the time you leave. If you start before 7^00 a.m* * 
or work after 7^00 p*m*, enter the times and codes worked on 
the back of the time ladder form, 

8* Plc jse keep your time ladders current * The results of this 
study depend heavily on accurately completed time ladders. 

9* If you have any quDsCinns on Fillinn out thin time Indclor or 
appropriate cudus Lo bo usi'd, nnk ihu ruprescntnL i t roiii Uu' 
study team, 

10, To assist your monitor^ please keep your time ladder in plain 
view. 
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Exhibit 7. Work Sampling Workgheet 



P A V ; " 
li A T r ; 



/' / / / / / // ///////// As // 
/ // / / / / ^/ / / / / / / / / / /[— 



UliUi.isVAl'ii / ' 


'///'///// 


.V / / / 

o- / / / 


/ 
/ 


/' / / / / 
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1 
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Exhibit 8. Planning tha Work Sampling 



Work sampling is based upon the random sampiing theory and the law of 
probability. The classic eKample of the law of probability is the 
tossing of a coin* If a coin is tossed an infinita number of times i 
tha probability is that tha numbar of heads versus tails will be equal. 
However J using atacistlcal sampling formulas » it is possible to 
determine an approximate ratio of heads to tails after a limited 
numbar of tosses (or samples)* As the number of samples or chances 
increase J we can have a higher degree of confidence that the 
characteristics of the sample actually resemble the characteristics 
of the whole. 

Standard formulas are available so that we can calculate the sample 
B±zm required for a 95% confidence level* This means that if we 
obtain a certain sample size, the answer will be correct in a calculable 
range of error 95 times out of 100* The steps for preparation for 
work sampling follow* 

• Determine the number of observation cycles required* 
For our purposes, we wish to determine the percent of 

time the employees are engaged in specific activities. 
If we estimate that the time will be no less than 30% 
of the total time, it will be necessary to make a total 
of 2,000 observations in each study office to give us 
a confidence level of 95%, within ^ 2% absolute 
accuracy. 

It will be necessary to determine the number of 
observation cycles per day required* First, determine 
the number of employees in the organizational unit 
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to be studied. Second ^ calculate the number of observa- 
tion cycles required for a five day work sampling, 
according to the following formula: 

= 2^000 individual observations * by the number 
of Individuals to- be studied = total number 
of observation cycles* This answer 4- 5 days = 
the number of observacion cycles to be con- 
ducted daily. 

- EKample ' 

2000 observations _ 

1^ T = 12^ cyelas 

16 individuals ^ 

125 c ycles ^ 

E J " ^ cycles per day 

5 days - - j 

Randomizing the times of observation. To accpmodate the 
law of probability there are two requirements related to 
the observations. They are^ 

- the activity recorded should be based upon 
the first impression at the instant the em= 
ployee is observed ^ and 

- the observations should be made at random 
during the work day* 

To avoid biasing the study by making observations during 
Che busy timcB or slack times of tlie day the Cnhlu of 
random numbers should be used to select times of observa- 
tion. It may be necessary to discard observation cycles 
which fall outside of regular working hours, or those 
which occur too close to permit performance. It will be 
necessary to replace the deleted times in order to have 
the full number of cycles. 
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Recording the observations. Following is a brief suimnary 
of the work sampling instructions, 

- Familiarize yourself with the code structure to 
be utilized. These elements are the codes you 
will use to describe employees* activity. During 
the observation cycles you will observe each 
employee in the work area and code his activity 
to one of these elements. 

- On your scheduled work sarapling days^ enter each 
employee's name in the coluims across the top 

of the Work Sampling Worksheet . Enter all employees 
who are utilizing job tickets (not time ladders) , 

- Watch the clock closely so you do not miss any of 
your scheduled observation cycle time. 

^ When the time comes for an observation cycle , locate 
each person at the top of your worksheet and ob- 
serve his activity. Determine what he is doing the 
instant your eyes strike him and record that activity 
in tems of the codes. It is extremely important 
that you record what the employee is doing the 
instant you see him. Do not record what he is 
going to do> what he should do, or what you expect 
him to do, 

- After you have recorded the first person's activity 
locate the next person on the sheet and repeat the 
procedure. Continue until all employees are accounted 
for. 
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-- Repeac the procedure for each observation cycle. 

-- Occasionally you will have observation cycles before 
some employees are scheduled to arrive, or after 
some employees have left for the day. If this 
occurs, simply make observations of the employees 
who are presents For those employees who have nQt 
arrived or have left, enter code 0 in the box where 
you would have normally recorded their activity. 

If an amployee is out of the work area during an 
observation cycle, you should code the observation 
as element unless you can determine the where- 
abouts of the employee from the supervisor (for 
example J at coffee break or lunch). Otherwise, 
the following day after you have received each 
employee's time ladder, you should check to see how 
the employee charged his time each time you recorded 
an Q for him* If he codad his time to the activity 
code for personal time, then change the Q that you 
recorded. If the en^loyee was on his normally 
scheduled lunch time, change the observation coda 
appropriately. Do not try to track employees down 
in the lunch room, coffee shop or restroom during 
your obsarvation cycles. 

If the entire operation closes down for the lunch 
period, it will not be necessary to make observations 
during that period- If the employees are on staggered 
lunch periods, however^ you will make a continuous work 
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sampling* Use Code 33 when an employee is on his 
normally scheduled lunch time. If he leaves early 
or returns latej use the 33 to so indicate. It 
will be necessary to stagger your own lunch break 
on the days of the work sai^ling observations ^ to 
avoid "missing*' the same clock time each day of the 
study. 
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As one result of the study it is desirable to identify unit times to 
process applicants through the Employment Service, Iliis can later be 
utilized to identify the relationship of service provided and value 
added to the client. Tp achieve this it is necessary to identify the 
output imits of the office. For each activity a specific unit of output 
has been identified and described. Some are avnilable from ESARS, others 
must be collected through special count points. Exhibit 9 daeeribea 
the required workload counts and the collection points. Tally shaats 
shall be given to each ei^loyee daily for collection of count informa- 
tion. 
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CODE DESCRIPTION COUNT DESCRIPTION SOURCE 



, AO 


Outreach 


No specific output unit identifisd 




AR 


Registration 


Talley the number of individuals who register with the ES, 
Identify partials, renowals and new repstrants. 


ES Sli 


AI 


Interviewing 


Tally the nuinber of individuals who are initially interviewed 

fl^ TifiVf nf thp t'pni ^fi^at 1 nfi iirnrpes 


Counted by employees 


AM 


Hiscelluneous Intake 


No specific output unit identified 




AC 


Counseiing 


Tally the number of individuals who are counseled by the ES, 
indicate if the counseling is a continuation of or initial 

seSElOn and if thp nniiTi^^linn /'Aifnnlpt&rl Tfl^nt-ifv alGn the 

type of cQunseling, 


Counted by employees 
ES SIS 


AT 


Testiiig 


Tally the number of individuals who are tested and the number 
of tests administered by type, 


Counted by employees 
ES SIS 


CC 


Case Conferonces 


Tally the number of conferences held 


Counted by employees 


AE 


Employabiiity Plan 


Tally the number of employability plans developed, 


Counted by ainployees 


AG 


Group Orientation 


Tally the nuniber of group orientation sessions and the total 
number of applicants receiving orientation 


Counted by employee 


AS 


Salection for Training 


Tally the number of applicants processed for testing and the 
total numbar enrolled ^during this periodi 


Counted by employee 
OS SIS 


A 

1 


Othir Services 


No specific output unit identified 


m 



CODE 



DESCRIPTION 



txiubitg , 

COUNT DESCRIPTION 
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SOURCE 



■ 


Applicant Kelated nU 
Siarch 


Tally the nuinber of applicants for which the job files ara 
searched. 


Counted by employee 

1 = : 


fyJE 

r ■■■ '. 


Eraployer Related File Search 

■ 


Tally the number of employer job orders for which the 
appiicant files are searched 


Counted by employee 


: Js 


Selection Interviewing 


Tally the number of applicants interviewed to deteriiiine their 
qualificationB for a specific job. Tally also the total nuni' 
ber of jobs for which applicants ware interviewed, 


Counted by employee 


JC 


f I n ^ 1 - 

Job Refemli 


Tally the numDer of applicants referred to joba* Count each 
referral separately, Talley placeiiients. 


Counted by employee 
ES 515 


f If 

JV 


Job Venfication 


Tally the number of placaments verified, Tally the number 
which could not be verified. ^ 


Counted by eniployee 
ES SIS 


J 


Other Job Matching 
Activities 


No specific output unit identified 




Eft 

cO 


Einployer Outreach 


No specific output unit identified 


m 

1 


C T 


Employer Job Order 


Gount the number of job orders that were received without 
direct solicitation. 


Eiiipioyer Lount 
ES 514 


eg 


rJiftnlAi/flT* Inn C A 1 t 1 f n ^ i nfl 

tiiipioyir jgD DoiiciiauQii 


liQunL Ljiu nuniDyr ui uinpiuy^rs Lunidwkeu lq bUiiyiiy jwUb 
and the number of job orders received. 


ESS14 


!58 ; 


AppilCallL liiiatOQ Juu 

Solicitation 


Count the number of employers contactad to solicitate job 
received as a result, 


Employee Count 


EM 


Mandatory Job Solicitation 


Count the number of job orders which are a direct result of 
job creation activities, 


Eniployee Count 
ES S14 



i - CODE 



ASCRIPTION 
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EC 


Job Creation 


Count the nunber of job orders which are a direct result of 
of job creation activities. 


Employee Count 
ES 514 


EI 


Identificitlgn of Avillabli 
Jobs ' 


No specific output unit identlfiid 




IT 


Eiqiloyer TlchiiiGai 
Assiitance 


Count the nuwber of einployers to which technical assiitance 
WIS provided, identify lervicei. 


Eiiiployeo count 


E 


Other Gnployer ActiYities 


No specific output unit Identified 


— 


CA 


Cdiplainti - Applicant 


Count the nuiiber of complaints processed 


Eiaployoi count 


CE 


Coiplaints - Enployir 

i 


Count the nunber of coinplalnts processed 


Bmployag Count 


PL 


Fan Labor 


Count the nunber of applicants processed 


iioployii Count 


FTA 


Foreign Trade Act 


Count the nunbep'of investigations conducted and the nuiber 
of applicants processed, 


Emplgyio Count 


IC 


Imigration Certification 


Count the nunber of iswigrants processed 


Efiiployea Count 


LCA 


Liamir Certification 


Count the numbir of applicants certified 

i 


Employea Count 


nup 


UMr 


Lount till nuoiDir of inveitigations conducted and count the 
mubiF of applicints proeessid 


Emplgyei Count 


ERIC 


labor Market tnforination 


No sppclfk output unit Identified 
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E^Aiblt 11-10. Talley Sheet 

Date / / 



Registration Coimt 

New 


Total 














^ Interview Count 
Interviews 


Total 






LiPunseiing LiOini^ 
Initial Continuation Completion 

Oecupational 


Initial Continuation Completion 


Vocational 


- — — — — ~— ^ — = 






1 esting Lount 
Individuals . 


i U ba^ 


SATB 




GATE 








PROF 




BOLT 




Other 




Individuals 








Case Conferences Count 
Conferences 


Total 






Emploxability Plans Count 

Plans 


Total 


i 

mi 
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Sessions 



Total 



Individiials 



' ^Siliiti5n"Sor"KiinIni' 

Applicants _^ 

Enrolled 



Total 



ApplicMt Related File Saareh 
Applicants 



Bmploxer Related Pile Search 
Eniployer Job Orders 



Selection Interviows 
Inverviewi 
Job Ordars 



Total 



Total 



Total 



Job Referrals 

Referrals 

Plaaements 



Total 



Job Verifications 
Placementi Verified 



Total 



Placements Not Verified 

Job Order Count 
Unsolicitated 



Total 



Solicitated Job Ordars 
Soliciatad Esployers 



Applicant Related Solicitation 
(En^loyer Contacts] 



Applicant Related Solicitation 
(Job Orders) 
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Job Order Count CContinuad) 
Mandatory Listings Job Orders 



Total 



Job Creation Related Job Orders 

Eiapioyer Technical Assistance Cc nt 
Selection Assistance 



Total 



Development Assistance 
Utilization Assistance 



Stabilization Assistance 
Hiring Policy Assistance 



Job Specification Assistance 



Functional Job ^alysis Assistance 
Identify Tasting S Training Needs 
EEO Compliance Assistance 



Affimative Action Assistance 

Complaints Count 

Applicant 

Employer 



Total 



Farm Labor Count 
Applicants 



Foreign Trade Act Count 

Investigations 

Applications 



Total 



Total 



Immigration Certification 
Applicants 



Total 
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1: Ltarner Cart if Icat ions 


Total 




ApplieantB 






- 1 . • ■ _ 

DMP #4 






Investigations 






Applicants 
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The productivity model requires the collection of additional data con- 
cerning the characteristics of the applicants processed and the 
characteristics of the employers serviced* Two distinct efforts are 
required to collect this data primarily because no single source such 
as ESARS is available on ei^loyer characteristics. 

The ESARS data to be collected is two-fold* First it is necessary to 
collect information on the characteristics of and level of service 
provided to applicants who are served during the period. This data 
will be used to establish the total value of services provided to 
applicants* Copies of the most recent ESARS reports have all the 
required data. Specifically the following reports are required. 

Table 03 Placement and Referral of Individuals 

Table 04 Individuals enrolled in Training or Placed 
in Special Class of Openings 

Table 05 Applicants Provided Counselingj Testing and 
Related Services 

Table 11 Summary of Services 

The utilization of job tickets allows the incremental times for services 
to be related to the individuals to which it was provided* This then 
can be related to the individual and characteristics and the benefits 
resulting from the services themselves* To achieve this data from ESARS 
Individual registration forms makes a valuable data set, TTie ES 511 
provides most of the essential data. Following completion of the test 
period the ES 511 should either be copied or all essential data trans- 
posed* This then should be matched with the services provided* Any 
placement inforroation subsequent to this period should also be obtained, 
however, additional SESA services or outside services must be identified 
and discounted* 
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Thm lack of basic eniployer data necessitates the utilization of a 
QOiapreheniivt questionnaire for use with ei^loyer technical services. 
All employers who receive seivices for which the job ticket is 
utiliied must be included. Exhibit 11 shows the en^loyer questionnaire. 
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Exhibit 11 



EMPLOYER QUESTIOWIAIRE 



Employer __ _ Date 



2, What is the distribution of workers? 

Unskilled 

Semi-skilled 

Skilled 

Professional 

3. Does the employer use migrant workers? 

Seasonal Workers 

4* Are the workers affiliated with a union? 

5, What Is the average wage paid? 

Unskilled 
Semi-skilled 
Skilled 
Professional 

6* What is the turnover rate? 

Quit Rate 

7* What is the organisation's structure 
C Corporation, partnership, iole- 
proprietershipj nonprofit) ? 

8. Does the employer do govemraent 
contract work? 

9. How many years has the ei^loyer been in 
business? 

10. What is the employer SIC code? 

11* What is the site of the personnel staff? 

12. What is the average wage paid for the 
personnel department? 



Address Completed by 



What is the total ntunber of employees at 
this location? 
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13* Miat is the estimatad budget for the 
personnel department excluding staff? 

Advertising 

Agency Fees 

Training 

Other 

14* Does the enployer regularly use ES 
services? 

_/ 

15. For a job opening what -percent of the 
time is the job advertised with 

ES 

Outside Placement Agency 
Advertised 

16. Vniat is the proximity to the ES local 
office in miles? 
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Othar data eonceming the distribution of time and cos^ .Tm required. 
The Cost Centar time report 03 provides the total hour paid and equiva- 
lent positions by activities and should be obtained for the period being 
studied, ^e Reports 61, 92 and 96 are required to compute the average 
daily cost per position* 

Thasa reports can be used to compute the average cost per man-year for 
each program administered by the State agency. The cost per man-year 
is equal to the Total Fimded Costs (personal services excluding annual 
leave earned; personnel benefits ^ nonpersonal services, and annual leave 
taken divided by the number of man-years paid. However, this calculation 
cannot be directly obtained using the information available. Instead, 
cost per man-year can be calculated using the information contained in 
these reports by annualizing the average daily cost par position. To 
obtain the average daily cost per position, the montly cost per position 
must first be CDmputed using Reports 61, 92 and 96* The monthly cost 
per position is obtained by dividing this month's Total Fimded Costs 
by this month's paid equivalent positions on Report 96. Because the 
''total C^imded) Costs" on Report 95 does not include the cost of annual 
leave taken, this cost must be added from the appropriate fund ledger 
in Report 61 to obtain the Total Funded Costs for the appropriation. 

Total Funded Costs ^ _ ^ Monthly Cost Per Position 

Paid Monthly Equivalent Positions 

Monthly Cost Per Position ^ Average Daily Cost Per 
Standard Nmaber of Days in the Month Position 

The cost per ifian-year is obtained by annualizing the averaga daily cost 
per position* 

Average Daily Cost Per Position x 

Standard Number of Days in a Year ^ Cost Per Man^Year 



To obtain the cost per man-year for a previous year ^ singly divide the 
the year-to-date Total Funded Costs obtained from Reports 95 and 61 with 
the paid YTD equivalent positions on Report 96, 

Total Ftmded Costs ___ r«^* d^*. v^^^ 

^ - J v^.^^^^^^ — — ^ Cost Per MaTi-Year 

Paid YTD Equivalent Positions 
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1 1 1 * INSTRUCTIONS FOR DATA COLLECTION, REDUCTION AND ANALYSIS 



We discuss the specific techniques for data collect Ion in the pages which 
follow. The study plan has been separated into seven distinct steps. 
These includes 

- Orientation 
= Preparation 
= Measurement 

- Data Recap 

- Data Reduction 

- Report Preparation 

Each of these steps are discussed in detail below: 
1, Orientation 

TTie importantce of a complete and comprehensive orientation cannot be 
overemphasized. It is first necessary to brief the ES Director and 
his staff. During this orientation the basic concepts of the models 
individual productivity ratios, value addedi and component weights 
should be discussed. The solicitation of support in terras of staff 
participation would be valuable in the ultimate acceptance of the 
proj ect. 

It is also necessary to select a local office site for the study. The 
selection should consider three i^ortant points , type of service, 
size of the office apd type of applicants* The considerations under 
type of service should emphasise the selection of an office with a 
full range of ES treatments. This is important in order to test the 
model under all types of ES treatments. 

The next step in the process is to orient the local office manager and 
staff at the test site. This orientation should include the same 
topics as the previous orientation for the ES Director but should include 
a deatiled discussion of the measurement techniques and data requirements 



as wall. E^hasis should be placed on the fact that the study does not 
enphasize individual productivity and that they should not change their 
normal routine to accomodate the study. 

During the orientation for the local office staff, a discussion should 
be held concerning the use of time ladders * job tickets , and work 
sampling in work measurement and the need for product counts . 

Emphasize that the study is not to disrupt their normal activiites. Also 
e^hasize that it is desirable to keep their time ladders and job tickets 
as current as possible and to contact the study monitor if they have 
problems s 

2* Preparation 

Every SESA agency operates differently. In fact, it is likely that 
within an agency individual local offices might operate differently to 
accomodate the specific area labor market. Following the orientation^ 
the study tmam should review the specific operations to determine the 
extent to which that operation corresponds to the system flow developed 
for the project. This step is necessary to insure that the product 
code structure established for use is compatible with the local office 
operation. It is also necessary to e; tablish the specific product 
counts. The product count descriptions and locations must be carefully 
scrutinized to insure that the data is available at the local office. 
Work in process must be monitored. For example^ a system to differentiate 
between the continuation of counseling activity as opposed to a new 
counseling activity for an individual must be established. 

In larger offices there exist some jobs which actually support a 
variety of activities, for example, sorting mail. These must be identi- 
fied and a system of sailing used as a basis to allocate that time 
back against the proper activities. Special studies such as these 
should be established at this time. 



ESARS data from the most recent month raust be obtained for tht site 
being measurad. Specifically ESARS reports number 03, 04, 05, 11 are 
necessarx for the compilation of the value to be added for each output 
unit produced. Cost data from the most recent month must also be 
obtained* Specifically cost accounting reports 61, 92, 95 and 96 are 
required. Arrangements for the availability of this data should be 
made in advance* 

3. Measurement 

The measurement period will vary according to the schedules of indi- 
vidual test sites* However , regardless of the length of the study 
itself, it is imperative to account for all inputs and outputs for the 
study period itself* ES staff members should record time for all 
wer": performed even outside noiinal agency work hours. In addition^ 
all outputs produced during the period must be identified. 

The study monitor must insure the time ladders and job tickets are 
available to the study participants the day prior to the study. Study 
participants should keep the time ladders and job tickets current and 
in plain view. The monitor should position himself in view of the 
participants if possible* In this manner his assistance can normally 
be obtained without disrupting operations* The monitor should circulate 
at least once per hour to view the ladders to insure their accuracy. 
Emphasize that the participants should make notes on points of question 
for resolution at a later time. 

The importance of accurate product counts cannot be overemphasised. 
The study monitor must clearly define each of the outputs prior to 
the measurement period. Once the study is underway the monitor must 
take time to dete™ine that the count definitions are accurately adhered 
to. There is often a tendency to over report product counts. No 
one likes to admit it if they do not attain their expected output* 
Credit, however, should not be taken for work not yet completed. This 
is accounted for by the work in process adjustments. 
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Additional data other than ESARS will b© required for the value 
added process. This data will include pertinent characteristics of the 
employers contacted during the measurement period. The data will be 
collected by use of a questionnaire to be conmleted where possible 
for employers who recieve assistance during the study, 

4. Recap Daily Totals 

In order to insure consistent reporting and t3 readily and timely 
identify prablems, it is necessary to conduct a daily recap of the totals. 
Each time ladders should be collected at the end of the day and re- 
capped. The monitor should add the niunber of minutes charged to each 
code and summariie the results at the bottom of the ladder. The total 
minutes shown in the sumnary should correspond to the total minutes 
charged during the day. 

Following completion of the recap of the time ladders^ the results 
should be posted to the daily recap sheet. Exhibit 1, The total 
minutes for each activity and product code whould be summarized 
across the page. TTiese totals can be summed down the page and cross* 
checked against the total time charged by all employees. Errors must 
be resolved. 

The daily recap sheet should next be posted onto the MIS sheet. 
Exhibit 2, The MIS sheet allows for a visual check of the time and 
product counts for each day. The MIS sheet also provides for the 
calculation of nmning totals. Again totals should be suiraned down 
and cross-checked against the column totals. This prevents any errors 
in posting or sunmation of totals. 

The work sampling sheets should be summarized each day* The percentages, 
however, should not I j calculated until the end of the measurement 
period since daily totals have no significance. 

o 
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DAILY RECAP SHEET 
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Exhibit 2 
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The job tickets are not collected until the and of the measureinent pariod. 
At this time each job ticket must be accounted for to insure all activities 
are adequately accounted for. 

5* Data Reduction 

The flow of data through to the development of productivity ratios is 
shown in Exhibit 3* The schematic illustration shows the role of each 
of the data collection techniques and the adjustment factors* After 
the data is accumulated the actual development of productivity ratios 
can begin* The base amount of data processed makes it advantageous to 
utilize dual data smmnarization techniques* This ensures that the 
results are accurate since two distinct and separate techniques are 
used* The results of the techniques will be the same provided as 
clerical errors occur* 

Step-down allocations allows the analyst to develop the proiuctivity 
ratios working with total time values and total counts. All totals 
are carried to the end where the ratios are then developed* Exhibit 
4 shows the rale of the Work in Process (WIP) Adjustment and the Work 
Sampling (WS) Adjustment* Exhibit 5 shows the sianmary sheet* 

Product Time Suimary (PTS) sheets allow the analyst to develop the 
productivity ratios working with individual prodisctivity ratios and 
mathematically combining them. Exhibit 6 shows the PTS sheet* 

The net result of the Step»down allocation process and the Product Time 
Summary Process is the same* At the completion of these tasks a produc- 
tivity ratio is developed which represents the number of units processed 
per minute. This is the basis productivity measure or ratio* 
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The next step in the PMS process is the assignment of a value for each 
productivity ratio. The value '^assigned" or "added*' technique is dis- 
cussed in detail in the section which follows. In essence, however, it 
utilizes subjective and objective techniques to assign values to 
various SESA outputs based on the value of services provided to a client 
or the difficulty of applying the services. This value can be applied 
to each ratio in order to arrive at a valued productivity rat-O. 
These valued productivity ratios are then added to give a total valued 
productivity ratio for each of the four distinct SESA processes; appli- 
cant processes, employer processes, placement procexses and legisla- 
tively mandated processes. 

These four distinct ratios are then weighted by the process by assigning 
values to SESA objectives through the DELPHI technique and relating 
the objectives to the four process areas. This is also discussed in 
the following sections* 
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SCHEMATIC IimSTRA T IQN OF PIOD UCTIVITY RATIOS 
(Contlnuid) 



i 



Cumulative 
Raw Data 



Raw data are out= 
put froin Managa^ 
inent Information 
Systanii Data in^ 
elude tima chargaa 
DOT eodij and pro- 
duction counta 
froni each cost 
center studied i 
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Step^Down 

AllDcation 

Shaats 



Tinie charges and pro- 
duction count data are 
entered on atap-down 
allocitien sheet. Di^ 
rect support activities 
jnd; ig_{imidar;jLprndimL 



codis are allocated to 
primary product codis. 
Adjuited MPUs are 
calculated. 



riquancy 
of Occurrence 
hloT Alloca- 
tion Sheet 



This sheet docuinents the 
allocation inethods and 
descrlbea fraquanclas of 
occurrence for secondary 
producESi 



MPU Suniniary 
Sheets 




Thaae shgata docunient 
the tlina allowancis for 
each activity that goes 
into producing a primary 
product, One suniary is 
needed for each prirnary 
product in aach organiza- 
L ion studied, The sum of 
these allowances equals 
the adjusted MPUSf 
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SCHEMIC IILUSTRATION OF PRODUCTIVITY RATIOS 
(Continued) 
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Eidtibit 5 
Page 1 of 3 



Exhibit 5 
Page 2 of 3 
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ExhibiC 5 

PART III I mSTEK PRODUCT Page 3 of 3 
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Exhibit f 
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CLIENT BPECIFIC LABOR MARKET AREA FUNCTIONS 
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Am a first step in establishing the value for spacific ES treatments, 
we have identified characteristics of the applicant or en^loyer which: 

-make that specific treatment more necessary 
(i.e., add a greater value to the client) 

-make the application of that treatment more 
difficult. 

Exhibits 7 and 8 show a matrix of characteristics to be utilized in 
the valuation process. In the process it is noteworthy that charac- 
teristics data for applicants is readily available through ESARSj however ^ 
for the employer no data is currently available. During the study 
period a questionnaire will be utilized to collect data concerning the 
characteristics of the employers served. 

The characteristics of the client served, either applicant or employer^ 
will be the basis of establishing the value. For exainplej counseling 
activities for highly educated applicants will be less valuable the . 
those for those at a lower level of education* A typical worksheet 
for intake activities is shown in Exhibit 9. The characteristics of 
applicants who register serves as a basis for a multiplier. Tills 
multiplier ranges between 0 and 1, If the characteristics of the 
registrants is such that the multiplier is one^ then the full value 
is allowed for outreach activities. If the multiplier is less than one, 
somewhat less value is allowed for outreach activities* 

Exhibit 9 shows as well the ESARS cells from which the multiplier can 
be calculated. In the study characteristics will be collected for all 
applicants processed in the subject office, not by individual. Thus, 
the most appropiiate ESARS reports will be utilized and the points 
allowed for specific characteristics will be devided by the total 
applicants on the report. 



The Individual producclvity ratios and the composite ratios will be 
' calculated* The composite ratio is based on the weighting of the four 
component parts, applicant, employer^ job matching and other legis= 
latively mandated programs. These weights are established based on 
the emphasis desirable by USES in each area. 

6 p Re p o r t Re suits 

After completion of the pilot studies, meetings will be conducted, with 
the ES Director and staff to discuss the results and to express the 
appieciatiou for their cooperation and assistance. A formal summary 
report will be prepared which outlines the results and identifies 
the significant points of the study. 



COIMINTS 
BY 

DR* I^m ENGLANDER 

r 

Thm fallowing are aoments by Dr* Fred 
Engludar, Asslitmt Frofassor of Ecoqq- 
mice at St. Peters College and Research 
Economist for the New Jersey Department 
of L^or and Industry^ who revlawed the 
Produetl^lty Jteasurement Syst™ concepts 
during and following the pilot teat 
phaae* His remarks are carried with 
only minor editorial ehanges. His com- 
ments Include discussions of Wo topics. 
The first concerns needed areaa of re^ 
search . 
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Mia usa of a ragrasalon methodology tci Mtlmate the impact of the 
varloua treatment or service outputs on the final value addad does provide 
a laore obJ#et±va means of evaluating thu relative economic continuation 
of final placements and the support services that often lead to placements 
AlsOj, the CQllapsing of the different input and activity codes should make 
the j^HS much mere attractive* 

Witji respect to the fomwlation of the dependent variables ^ further 
modifications, to the esiitent feaslbile, are advisable, ^e PMS should 
make a maximum effort to have the values added reflect true economic 
values rather than modified economic values which in tuni must be 
weighted by USES administrators* To the extent that the true econQmlc 
values of the various ES activities can be determined, these values 
could be sufflaed in ordiir to calculate the numerator of the perfoTOance 
index for an agency* Tlie relative weighting of ES activities by USES 
administrators necessarily Introduces a subjective element which should 
be avoided whenever possible* _ 

Though it may be true that the difference in w»agea before and after 
placement Is a reasonable pTOK^ for the total value added to the appli- 
cants when making interstate co^arisons, it would be highly fortuitous 
if the weights chosen by the USES for the four basic output categories 
reflected the relative economic values of those four output categories* 

Hence p a state agency responding to its economic environment by concen-- 
tratlngs for exa^les on applicant process outputs ^ would receive unsuffi- 
cient credit (and funding) if the weight given to the applicant process 
outputs relative to the other output categories did not reflect the true 
economic value of the Applicant Process Outputs relative to the other out- 
puts* Frey correctly identifies the Increase in duration of employment. 
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the dacreasa In quits and the reduction in eaarch costa as tha other 
alaments in the valua added to the appllGant by the ES. If I were to 
take a saml^educated guass as to which of these sources of economic 
valua added provided to applicants was most iffiportant under typical 
conditions s I would opt for the reduction in the duration of unamploy^ 
mants To the extent that the services of the various state agencias may 
have a different emphasis in reducing the duration of unemployment 
relative to Increasing earnings capacity^ it does not seem appropriate 
to use the foraer as a proxy for the former and the latter as well as the 
values generated by reducing quits and search costs for applicants. 

To the extent that it is possible ^ I would think It appropriate to 
at least develop separate regression models using the value added from 
reducing the duration of unemplopaent as a dependent variable in one 
modal and the enhanced earnings capacity, as a dependent variable in a 
second equation* If the FMS were to become operational, it would be 
worthwhile to estimate prediction equations for the "decrease in^qults^' 
^and the "reduction in applicant search costs" values added* 

Regarding the enhanced earnings capacity dependent variable. It Is 
correct t as you Indicate, that the starting wage may not be representa^ 
tlve, particularly (as Gary Becker points out in Human Capital) If the 
applicant's new job Involves a training period. A comprehensive follow-- 
up study to determine the increased present discounted value of the extra 
earnings resulting from placement would be the ideal method of measuring 
this value added Item, but a second best technique may be to use 
established age earnings profiles for different occupations, demographic 
characteristics, etc#, in order to estimate value added. An example 
of how such a technique might be applied Is given in Chapter VIII of 
the Barkowlts and Ander jn report on PADEC , This technique 
might even provide direct estimates of value added (in terms of enhanced 
earnings capacity) on an ongoing basis which may eliminate the need to 

Becker, Gary, Humu Capital , 2nd Ed,, New York Citys Colunabiar. 
University Press, 1975, 



"predlet" valua added through the regression equation for those actually 
plaaed by ES. Thm prediction equation would still be useful^ however, 
for est imatin g the impmat on enhanced earalngs capacity of such inter- 
mediate outputs as counseling^ testing^ referrals, etc.^ 

Turntog to the dependent variable for value added to employers, I believe 
that thsj raductlon In peraoimel costs and private placement agency 
costs is appropriate. If the ms becomes operational, the other 
dependent variables affecting value added (such as reduced turnover 
costs, less overtlM costs, and reduced waste. due to bottlenecks) 
should also be estimated in regression equations. Again* I believe 
that assmlng a relatively equal proportional value to es^loyers of 
these other ES services to the dependent variable that you are using is 
a very crude assumption* 

Once again, if good estlmatifs of true economic values are available, 

^^^^^^^^f^-^m^^^^^^^^l^^^VtiMtm USES to establish a 
weighting for the various outputs* Moreover^ estimating the true 
aconomic values of the various ES outputs should have considerable 
utility in policy questions relacing to the overall directions of the ES* 

My bias against a USES weighting scheme does not preclude the eri^stence 
of at least some subjective weights. In particular, it will be difficult 
to evaluate the value added as a result of legislatively mandated outputs* 
In the event that the weighting scheme la maintained for the other output 
categories, I believe that the USES should at least consider certain 
guidelines (perhaps expressed in terms of minimum or maximtm allowable 
ratios between final outputs and intermediate outputs) to prevent, 
for exOTrple, the inefficient office or agency which is not able to make 
an adequate ntuaber of placements as a result of poor internal organisa- 
tion or procedures from maintaining itself by providing gratuitous Inter- 
mediate outputs to applicants who would receive a negligible benefit. 
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A good Job has bean done in enumaratlng the Independent charactarlstlcs 
variables to be eongidarad in the ^agression models to pradict anhanced 
p earnings oapaeity and lower parsonnal and placement agency costi« 

In estimating enhanced earnings capacity, consider variables for race, 
willingness to change occupations, work experience ^ previous wage (as a 
measure of applicant expectations and suitability of the applicant to ES 
services), the emplo^raent status and income level of other family members, 
and asset Income and wealth (especially liquid assets)* The occupational 
classification variable might be related in some way to industrial mix 
in order to guage the relative mismatch between labor supply and demand* 
In making Interoffice or Interagency comparisons, it would also be 
adviaeable to standardize for the level of demand (as measured by lay-^ 
offsp Job vacancies or the rate of growth In employment), employer 
concentration a^d the availability and fees of private placement agencies* 

It is not appropriate for the prediction equations for vi^M aJ^fe^S'^"^'*^^^^ 
Included variables to measure agency costs or unit service times. The 
relationship between output and inputs is given ultimately In the per-* 
formaMe index. Inputs are given in the denominator of the performance 
IndeK, The -Index should not be biased by making Inputs also a determinant 
of the numerator* 

In estimating the dependent varlable(s) for value added to the employer, 
you may want to consider an Independent variable to measure the labor 
intensity of the firm's production function* Presumably, the less labor 
intensive the production process, the more disadvantaged the firm would 
be as a result of an unfilled vacancy* 1 would also be interested to see 
a dumy variable to account for whether the firm is under any affirmative 
action pressure* ' Perhaps the ES office would accomodate a verbal request 
for black or female applicants* The industry mix vaflable might be related 
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to the OGcupational composition of the applicant pool. Once again, 

this would be to guage the magnituda of the mismatch batwaan labor supply 

and damand« 

In daveloping your model (s) simply to predict value added, the large 
numbar of independent variables ^ avan if thara is co^linaarity among 
them, doas not hurt the predictive value of the modal(s) as a whole. 
However J a large nmber of explanatory variables ganerally suggests the 
advisability of using a larger sample si^e In order to maintain a 
reasonable numbar of statistical degrees of freedom. If * as you indicate * 
the model is also to be used for trying to determine the proper coeffi- 
cients and significmce of certain of the explanatory variables (which 
as I stated above is a good idea in the case of the treatment variables) , 
then you would want to reduce the nimber of independent variables in 
order to avoid co-linearity anong them. 
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